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Overview

This reference guide describes the changes that will be implemented in Enterprise Reporting’ s upgrade to
Crystal Enterprise 10 (CE10) for the Financial Reports application, currently known as FASTRACK.

The major changes include a brand new user interface as well as some helpful new features. We will start
migrating customers to the new CE10 environment starting February 2005, with a targeted completion
date of May 31, 2005. Listed below isasummary of the new features and functions. Each itemis
described in more detail on the following pages.

Har dwar e/Softwar e Requir ements
Minimum Workstation

e IBM-compatible workstation

e Pentium 3 700Mhz or faster

e 512MB of RAM memory (recommended for best performance)
Supported Client Operating System

e Microsoft Windows 2000 SP4, NT SP6a, and XP
Supported Web Browsers

e Microsoft Internet Explorer 5.x (Windows)

e Microsoft Internet Explorer 6.0 (Windows)
Supported Microsoft Office

e 2000, 2003 & XP
Supported Adobe Acrobat

e 50&60

L ogon Procedure
There will be anew web site address and logon screen. As stated above, users will see anew interface,
with different browser screen functionality than the previous version.

Per sonalizing Settings

A new feature entitled “ Organize Folders’ isnow available. This allows usersto set up selected reports
in aFavoritesfolder. A new Personal Preferences option replaces the Personalize menu. It provides the
ability to control various settings and functions.

Folder Structure and Object View

Report category folders will be set up differently. There will no longer be individual agency and
biennium folders. Users can now specify alayout to view report objects. There are new menu options
available for each object, which will be displayed differently based on the selected layout.

Scheduling Reports
There are several changes and new features available for report scheduling, listed below:
1) To schedule areport, users are directed to different screens for selecting parameters, run-time,
format, and destination. This set-up provides for the addition of new features.
2) Users can now schedule reports using the AFRS calendar or another customized calendar.
3) An option to schedule areport without using parameter pick listsis now available. Thiswill
speed up the loading of the parameter screen, especially for those agencies with large pick lists.
4) Inthe parameter screen, an “Add” button appears by every parameter. Users must click on “Add”
once to update parameter selections. It is not necessary to click “Add” for every parameter
selected.
5) Users can now schedule reports directly to an email address.

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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6) A new format entitled “Excel (Data Only)” is how available, allowing users more flexibility in
controlling the layout of data scheduled in Excel file format.

7) The Automatic Refresh feature, which updates a report instance’ s processing status, is no longer
available. Users must manually refresh the screen to see the most current report status.

8) A Reschedule feature has been added, allowing users to schedule a new report from an existing
instance.

Viewing Reports
Features of the viewing report functionality are listed below:
1) Userscan view report instances on a separate History Page.
2) Toview areport instance, users click on report date and time.
3) Thedefault viewer is now the DHTML viewer, with similar functionality to the Seagate Info
ActiveX viewer. Differencesinclude:
a. DHTML viewer does not require downloading a component fileto user’sPC. Thisis
beneficial for users who do not have administrative rights to their PCs.
b. Select Expert isnot availablein DHTML viewer. Thisfeature isavailable in another viewer,
described in item 4) below.
c. Group-tree windowpane cannot be resized.
4) Select Expert isavailablein the Crystal Offline Viewer, which users can download to their PC.
5) Other viewer types available include ActiveX, Advanced DHTML, and Javaviewers. Users can
choose to use any of these, although product support will not be available.
6) A new search feature is available, allowing users to view another user’s reports.
7) Userscan view, delete, pause or resume reports from a separate History page. A check box
appears by each report instance, providing the ability to select one or severa reports.

Exporting Reports
The“Excel (Data Only)” format has been added to available format types. This format works well when
users want to export report data without report and page headers and footers.

Printing Reports
Two print options are available:
1) Acrobat Reader printing control: report will open up in Adobe Acrobat. Reportson legal size
paper will print on letter size.
2) ActiveX printing control: report will print from viewer. Report will print on default paper size
specified for report.

For reports exceeding 50 pages, we recommend users schedule or export these reports to .PDF format,
save them to alocal drive, and print them from the Adobe Acrobat application.

A more detailed explanation of each of the items described above appears on the following pages.

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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Logon Procedure
L ogon Screen

There is anew web site address for the Financial Reports application. To log on, complete the steps

below.

1. The new Intranet web site address is http://reporting.of m.wa.gov/. For Fortress users, the new
Internet web site address is https://fortress.wa.gov/ofm/reporting/. The logon page shown below will

display when you enter either of these addressesin your Internet browser screen.

2. Notethelinks available to valuable sources of information on thisweb site: What's New, User’'s

Guide, References, Contact Support, New User, and Privacy Notice.
3. Enter your FASTRACK logon and password in the User Name and Password fields.

4. Make surethat “Enterprise” displaysin the Authentication field, and then click on Log On.
IRETE

File gt !iew Févr\tes Tooks  Help .

sk - = - (@D (3 A | Doearch GFavortes Pveda B | By S = 2

s [&] bt freporting.afm.wa.gow loganform cspTaction=logaf =] Peo |unks ”|

Welcome to Washington State's f/grprise Regorting B

What's New? Help Desk: (360) 664-7791 Contact Support
User's Guide New User
References Privacy Notice

User Name: ISEhEdIDS

Password: I ********

Authentication: [Enterprise -

Supported by the Office of Financisl Managemsnt, Accounting Division, Statewide Financal Systems

€] [ [ @ intemet

Home Screen
After logging on, the screen below will display.

3 Enterprise Reporting - Microsoft Internet Explorer _ I Dlll

File Edit Yiew Favorites Tools Help ﬁ
<=Back -~ = - (&) ﬁ| iQhsearch [EFavorites EfMedia 4 | B-S =

Address I@ https/ freporting, ofm.wa,govfavailable, csp?pageview=personal j ﬁGo | Links **

= oOrganize | § Preferences | & Logoff | 2 Help ;I

Account: sched105

Folders

(I3 Financial Reports

Sl

|&] Done l_ l_ l_ |4 Tnternet

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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Folder Structure

Asillustrated above, you will see a“Financial Reports’ folder. From thisfolder you can access al the
current FASTRACK reports available in the application. As reports from other applications are added in
the future, separate folders will be set up (e.g., TALS, BASS, TVS). You will seethesefoldersif you
have security accessto these systems.

NOTE: A new window opens up every time you navigate to a different function in the application.
Depending on your screen display settings, the new window may display off center, smaller than the
previous window. Each time you will have to double click on the blue bar at the top of the newly opened
window or maximize the screen.

Preferences Menu

Y ou can modify your own CE10 preferences, to control object views and report preferences. They are
comprised of Genera Preferences and Crystal Report preferences.

General Preferences
To select General Preferences, click on Preferences in the upper right-hand corner of the screen.

; Enterprise Reporting - Microsoft Internet Explorer o ﬂlll
File Edit ¥ew Favortes Tools Help ﬁ
Back v = - () 7t | QySearch [GFavorites  iMedia £ ‘ B S @‘E\

Address I@ http: jireporting, ofm.wa.gov/available, csp?pageView=personal \A '| ﬁGu | Links >
w

= Orgamzew Lagoff |;|
% Help
# Home Account: sched105
3 Favarites
Folders Sort By: [Title =]
[£3 Financial Reparts
H
(3] l_l_l_le Internst

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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The General Preferences screen appears.

7J Desktop Preferences - Enterprise Reporting - Microsoft Internet Explorer =& x|
Fle Edt Yew Favortes Iools Help ﬁ

GBack - = - D &t | Qsearch  GFavortes iveda 4| BN- S = =

Agsvess ] hitp: [freporting.ofm wa govjsettings.csp?base=available. cop?3Fpageiew:aDpersonal’s26e D% 300260t ypet D% 26sarthy 1:3D5]_NAME%:2CSL_ID%26du 7] @ @ |Lm>@ &

= Chanae Passward | = Apply | 4= Back | 2 Help —

Account: sched105

General Preferences | Crystal Report Preferences

Initial view ...

# Home

" Favarites

" other: |Financial Reports

Top-level folder bar ...

 hide.
© show.

On my desktop, show me ...

© Thumbnail view. Set the number of ohjects (max.) per page: |9 =
" List view, Setthe number of ohjects {max.) per page: |30 ¥
@ pction view. Setthe number of ohjects fmax.) per page: |39

For each object, show me ...

W date.
' thurnbnail (f applicable),

W instance count.

My current time-zone is ...

[Local to web server =l
2pply | Back

(3]

[ | |4 memet

1. Thelnitial View option allows you to select the folder you wish to view when you first log on. The
default selection is Home.
a. Choose Favoritesif you want to view your Favorites folder when you begin your session. Steps

to create your Favorites folder are described later in the Organize Folders section on page 13.

b. Choose Other and select the appropriate folder from the drop down list if you wish to see

another folder when you first log on.

2. Top Level Folder Bar determinesif the main folders are displayed in the upper half of the screen.
Select Show to display them or select Hide to suppress them.

3. The On my desktop, show me option provides three choices for setting up how to view report
objects in the report folder category:

a

b.
C.
d

Thumbnail View
List View

Action View: Werecommend using this selection for maximum usability.
For each option, you can choose the maximum number of objectsto view per page. For the

Thumbnail and List views, select the number of objects to be displayed from the drop-down list.
For the Action View, enter a number between 1 and 100 in the field provided.

Following areillustrations on how the screen displays for each View option described above.

ER CE10 Quick Reference Guide.doc

Last Updated 3/23/2005 7:29 AM



Enterprise Repo

rting

8 of 67

Quick Reference Guide for CE10

The Thumbnail View displays report objects on the desktop as follows:

-] Enterprise Reporti
File  Edit

View  Favorites

Tools  Help

icrosoft Internet Explorer

GBack + = - ) at | Qhsearch [GeFavorites  GMedia £4 | S =

Address I@ http: firepor

{3 Favarites

Folders

{1 Financial Reports = (] Expenditure Activity

111427075993

Account: sched105

Mo folders

Expenditure Activity By Fund
And Appropriation

Total Instances: 261

User Instances: 0

Expenditure Activity By
Qrganization Index and Sub-
Ohject

Total Instances: 860

User Instances: O

Expenditure Activity By
Program and Object
Total Instances: 53
User Instances: O

Expenditure Activity By
Program and Sub-Object

Expenditure Activity By
Program Index and Object

Expenditure Activity By
Program Index and Sub-

':' Total Instances: 186 ':' Tatal Instances: 302 ‘:' Chject
User Instances: 1 User Instances: 14 Total Instances: 687
User Instances: 3
Expenditure Activity By Expenditure Activity By Project Expenditure Activity By
o | Program/Sub-Chjectvendar o | &nd Sub Project o | Wendor
®¥| Total Instances: 166 ®s¥| Total Instances: 317 ®s¥| Total Instances: 1296

User Instances: O

User Instances: O

User Instances: 7

s

] ’_ ’_ ’_ |4 tnternet

Hereis how the List View displays report objects:

Microsoft Internet Explorer

/A Enterprise Reportin

file Edt ¥ew Favortes Tools Help
dBack - = - (D[] | Bitearch GlFevortes @iveda (3| BN S =
Address [E] http:/freportingafm.wa gov/available csp
Account: sched105
(30 Favorites
A Financial Reports = [ Expenditure Activity
Financial Reparts
Folders Sort By: | Title -
Mo folders Expenditure activity By Fund And Appropriation
Expenditure Activity By Organization Index and Sub-Object
Expenditure Activity By Program and Object
Expenditure Activity By Program and Sub-Object
Expenditure Activity By Pragram Index and Object
Expenditure Activity By Program Index and Sub-Object
Expenditure Activity By Program/Sub-Objectvendor
Expenditure Activity By Project &nd Sub Project
Expenditure Activity By Wendor
@] Done [ [ [ meemet

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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The Action View displays report objects asillustrated below.

3 Enterprise Reporting - Microsoft Internet Explorer _ |5' |1|

File Edit Miew Favorites Tools Help ﬁ
GBack + = - ) at | Qhsearch [GFavortes GMedia &4 | S =

Address I@ http: fireporting, ofm.wa, govfavailable, csp?pageiew=personalfcurr ID=42 3&0kype=~sortby=5I_NAME,SI_ID&dummy=1111427130703 j @Go | Links **

= Organize | & Preferences | & Logoff | 2 Help =

search: | RN X

£} Home Account: sched105
i..[3#] Favorites
{1 Financial Reports = (] Expenditure Activity

Folders

Mo folders Expenditure Activity By Fund And Appropriation
Schedule | Schedule with Selection Values | History
Total Instances: 261 - User Instances: 0

Expenditure Activity By Organization Index and Sub-Object
Schedule | Schedule with Selection Walues | History
Total Instances: 860 - User Instances: 0

Expenditure Activity By Program and Object
Schedule | Schedule with Selection Walues | History

Total Instances: 53 - User Instances: 0

Expenditure Activity By Program and Sub-Object
Schedule | Schedule with Selection Walues | History
Total Instances: 186 - User Instances: 1

Expenditure Activity By Program Index and Object
Schedule | Schedule with Selection Walues | History
Total Instances: 302 - User Instances: 14

Expenditure Activity By Program Index and Sub-Object
Schedule | Schedule with Selection Walues | History
Total Instances: 687 - User Instances: 3

Expenditure Activity By Program/Sub-Object/¥endor
Schedule | Schedule with Selection Walues | History
Total Instances: 166 - User Instances: 7

Expenditure Activity By Project And Sub Project
Schedule | Schedule with Selection Walues | History LI

|&] pone ’_ ’_ ’_ |4 tnternet

We recommend using this view because it readily provides menu options available for each report object.
For the other views, you must click on the thumbnail or object title to see the menu options.

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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4. The next option available in General Preferences provides choices for displaying summary
information for each object: date, thumbnail (if applicable), and instance count.
a. Date of the latest report instance. This appliesto Thumbnail and Action Views.
b. Thumbnail: if selected, athumbnail icon appears by each report object in the Thumbnail View.
c. Instance count provides total number of instances for al users for the report object, aswell as
instance count for the user ID logged into the system. This applies to Thumbnail and Action
Views.

3 Desktop Preferences - Enterprise Reporting - Microsoft Internet Explorer _ | 8 |1|

File Edit Wiew Favorites Tools Help ﬁ
GBack ~ = - 2 ﬁ| Qsearch [GFavorites G0Media 4 ‘ S

Address I@ http:;’,l’reporting.ofm.wa.gov,l’settings.csp?base=available.csp°.-"o3Fpage\u'iew°.-"o3Dpersonal°f026currID°.-"03D41?%260type%3D°.-"02650rtby°.-"o3DSI_NAME°.-"02CSI_ID°.-"026cj @GD | Links *

chcuunt: sched105

General Preferences | Crystal Report Preferences

Initial view ... @ Home
 Favorites
 Other: |F\nancia| Reparts vl
Top-level falder bar ... 0 hide.
* show.
On my desktop, show me ... © Thumbnail view. Set the number of obiects (max.) per page: [9 =]

7 List view, Set the number of objects (max.) per page: ISD 'I
@ action view. Set the number of objects (max.) per page: |39

For each object, showme .. & jate

¥ thumbnail (if applicable).

¥ instance o

\
My current time-zone is ... |Local to web server )

& AR T —

AWA

5. Thelast option availableinthisareais“My current time zone is’. Leave tHe selection at the default
value of Local to web server.

6. After you have finished making your selections, be sure to click on Apply, located in either the upper
right-hand corner or lower right-hand corner of the screen. The screen will close and you will be
returned to the Home Screen.

7. NOTE: TheBack option returns you to the previous screen, without updating the selections made.

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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Crystal Report Preferences

The selectionsin this feature allow you to determine how to view, display and print report instances.
Click Preferences on the Home Screen, and then select Crystal Report Preferences. The screen below
will display:

/J Desktop Preferences - Enterprise Reporting - Microsoft Internet Explorer = |

File Edit W¥ew Favorites Tools Help ﬁ

GaBack v = - @) ot | Qsearch [GalFavorites  iMedia 4 ‘ B- S =5

Aiddress [@] http:jreporting.ofm wa.gov/ptsettings csprhase=avalable.cspt3Fpageiew s 3DsUbSCHption % 26U DY 3D2240%260typese3D 260t hy %3DSI_MAMES:2C5] 1> | (@60 |L\r|ks =

%= Change Passwaord |(2 Apply | Y= Back | 2 Help —

Account; sched105

General Preferences | Crystal Report Preferences

Display my reports ... @& in a single browser window, one report at a time.

© in multiple browser windows, one window for each report.

View my reports usingthe ... ActiveX viewer.
@& DHTML viewrer,
© Advanced DHTML viewer.

 lava viewer.

DHTML vigwer printing uses

the " aAcrobat Reader printing contral

@& Activex printing control (One click printing)

preferred measuring units far

report page layout is ... @ inches

 millimeters

|

|&] Done ,_ ,_ ’_ | Internet

1. The Display my reports option allows you to choose how to display report instances in the viewer.

a Selecting in a single browser window will display onereport at atime. If you are viewing a
report and select another from the history page, the second report will be displayed in the same
browser window.

b. Selecting in multiple browser windows will display each report in its own separate browser
window, providing the ability to view multiple reports at the same time.

2. Fromthe View my reports using the menu option, you can select the viewer type for viewing
reports. We recommend keeping the default selection of DHTML viewer, since it does not require
downloading a component file to the user’ s workstation. Y ou may choose to use any of the other
viewers listed, but we will not be able to provide support for any technical issues that you may run
into.

3. TheDHTML viewer printing uses menu option provides two choices for printing reports:

a. If you select Adobe Acrobat printing control, reports will print from Adobe Acrobat. Reports on
legal size paper will print on letter size paper.

b. If you select ActiveX printing control, reports will print directly from the viewer on the default
paper size specified for the report.

NOTE: You will need administrative rights to your workstation in order to download the ActiveX

printing control. Whichever printing control you choose, it will apply globally to all your reports.

4. LeavethePreferred measuring unitsfor report pagelayout is at inches.

5. After making your selections, click on Apply in the upper right corner.

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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Change Password
In the upper right corner of the Prefer ences screen is an option to change your password. Although this
isavailable, we request that you do not use the feature at thistime.

3 Desktop Preferences - Enterprise Reporting - Microsoft Internet Explorer - |5 5[

File Edit Wiew Favortes Tools  Help |

GBack + = - @[] & | Doeach GaFavortes @Meda OB | By S =1

Address [ 2] hitp:jreporting. ofm. wa. govjssttings cspPbase=avalable.csp3Fpagetiiewss3Dper sonal%26cLr D% 304249260ty petaANs sty %3DS]_NAME%2CSI 07| @0 |unks B

%= Change Password )20 Apply | 4= Back | 2 Help —

Account: sched300

General Preferences | Crystal Report Preferences

Initial view ... & Home

 Favorites

 Other: |Financial Reports 'I

Top-level folder bar ... @ hide.
™ show.

on my desktop, show me .. Thumbnail view. Sst ths numbar of nhjects (max.) par pags: [3 X
" List view. Setthe number of objects (max.) per page: |30 %
@ action view. Set the number of objects (max.) per page: |39

For each object, show me .. G gope

¥ thumbnail (if applicable).

¥ instance count.

My current time-zone is ... [Local to web server =l
Apply | Back

&] bore T T [ ntemat

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM
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Organize Folders

Setting up Shortcuts

The Organize Folder s feature provides the ability to set up a Favorites folder, where you can place short
cuts to report objects, and view and schedule reports. Y ou can put frequently used reports here, for easier
access. Here are the stepsto do this.

1. Fromthe Home Screen, click on Organizein the upper right corner.

-aEnterprise Reporting - Microsoft Internet Explorer - E‘lﬂ
Eile Edit ¥ew Favorites Tools Help ﬁ
GBack - = - ) A | Qsearch GeFavorkes Eiveda (% | By S =

55 I@ http:/freporting. ofm.wa.gow/available.csp

=l e ks >

;rgamza | & Ppreferences | & Logoff | 2 Help ;I

Account: sched300
(38 Favorites

Folders Sort By: [Title 3|

(21 Financial Reports

=
& B T ——

2. The Organize Folderswindow will appear. Highlight Financial Reportsand click on Expand.

3 Enterprise Reporting - Drganize Favorites - Microsoft Internet Explorer - | [m] ll

Organize Folders
¥, Close | 2 (]

Contents: Organize these folders and items,

|Home =l gl

Expand
| Shortcut... |

[
|@ J\Financial Repatts l_l_l_ 0 Internet 4
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3. Thereport category folders will display.

a Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer - |I:I|1|
Organize Folders
¥ Close | 2 Help
Contents: Organize these folders and items.
|- Financial Reports =l ﬁl
AAccount Codes =
Adllotment Expenditure Flexible
AAllotment Expenditure Monthly /BTD
Adllotment Expenditure Status |:|
MACAFR
.\ Cost Allocation Operational I:l
ADownloads fExtracts
AEncumbrances |:|
A Ezpenditure Activity
A\ Expenditure Flexible _— I:l
AFinancial Toolbox Downloads
AGeneral Ledgers Ll |:|
&] [ [ [ [ mtermer /i

4. Select the folder containing the report object for which you want to create a shortcut. In the example
below, the Allotment Expenditure Status folder is selected. Click on Expand.

; Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer \ = |EI|£|
Organize Folders
¥ Close | 2 Help
Contents: Organize these folders and iterns.
|— Financial Reports j | ﬂ‘l
MAAccount Codes ~ | | Expand
Adllotment Expenditure Flexible
A Allotment Expenditure Monthly,
“CAFR Move To
ACost Allocation Operational
ADownloads fExtracts
AEncumbrances :l
AExpenditure Activity
AEzpenditure Flexible b
A\ Financial Toolbox Downloads
AGeneral Ledgers ;l
|@ Jallatment Expenditure Skatus I_l_f_lﬂ Internet v
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5. Thereport objectsin the selected folder will display.

; Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer - |EI|£|
COrganize Folders
¥ Close | ? Help
Contents: Organize these folders and iterms.
|-- allotment Expenditure Status =| ﬁl
Allotment Expenditure Status by Agency fProgram Index
Allotment Expenditure Status by Fund
Allotment Expenditure Status by Organization Index/Progr: |:|
Allotment Expenditure Status by Program
Allotment Expenditure Status by Program Index
Allotment Expenditure Status by Project |:|
Allotment Expenditure Status by Sub Program |:|
€] I_l_f_lﬂ Internet A
6. Highlight the report for which you want to create a shortcut and click on Shortcut.
a Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer I - |I:I|1|
Organize Folders
¥ Close | 2 Help
Contents: Organize these folders and items.
|-- allotment Expenditure Status =l ﬁl
Allotment Expenditure Status by Agency fProgram Index
Allotment Expenditure Status by Fund
Allotment Expenditure Status by Organization Index/Progr:
Allotment Expenditure Status by Sub Program
|@ Allotment Expenditure Status by Program Inde:x I_ I_ ’_ |ﬂ Internet 4
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7. ThelLink To screenillustrated below will display.

; Link To - Enterprise Reporting - Microsoft Internet Explorer — |EI|£|
Link To
¥ Cancel | ? Help
Selected Items: Click the button below to apply Folders: Select the folder where you want to place
the action to all listed items to the selected folder,  the listed items.
Allotment Expenditure Status by Program Indes |Hume x| ﬁl
AFinancial Reports
| Expand |
|&] Done I_l_f_lﬂ Internet A
8. Inthe drop-down box underneath Folders, select Favorites. Then click on Link To.
ink To - Enterprise Reporting - Microsoft Internet Explorer - |I:I|1|
¥, Cancel | 2 Help
Selected Items: Click the button below to apply YSelect the folder where you want to place
the action to all listed itemns to the selected folder, i i
Allotment Expenditure Status by Program Indey~|Favorites ;| gl
Home E—
- Financial Reports
| Expand |
|&] Dore I_I_I_lﬂ Internet 4
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9. Thelink is created, and the screen returns to the report folder where you started. Select Closeto close
the Organize Folders window.

a Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer

Contents: Organize these folders and items.

Organize Folders

=101 %]

|-- Allotment Expenditure Status

=1 &1 e

Allotment Expenditure Status by Fund

Allotment Expenditure Status by Program
Allotment Expenditure Status by Program Index
Allotment Expenditure Status by Project
Allotment Expenditure Status by Sub Program

Allotment Expenditure Status by Agency/Program Index

Allotment Expenditure Status by Organization Index/Progr: :

| Move To...|
E
| Rename... |
 Delete |

&l

?/ :
¥, CloFe | % Help

’_ ’_ l_ |4 Internet

[
/

10. Return to the Home Screen and click on Favorites. Y ou will now see the shortcut to the report.

; Enterprise Reporting - Microsoft Internet Explorer

Fil=  Edit “iew Favorites Tools Help

=1 x|

Bak - = - 3 | Dhsearch  [elFavorites fMediz 4 | EE=R=E

Address I@ http:ffreporting.ofm, wa, goviavailable.csp

x| P ‘Linl@ =

Folders sort By: [Title =]

= Organize | § Preferences | & Logoff | ¢ Help

-

Account: sched300

Mo folders Shortcut to Allotment Expenditure Status by Program Index

Schedule | Schedule with Selection values | History
Instances: 0
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Renaming Shortcuts
Y ou can rename the shortcut to a more meaningful title, if you wish. Follow the steps below to rename
the shortcut.

1. Click on Organize from the Home Screen.
= -4 -0 woEd3B-a=z8

= Organize | § Preferences | & Logoff | 2 Help —

& Home Account: sched105
[#] Favorites

Folders

Mo folders Shortcut to Allotment Expenditure Status by Agency/Program Index
Schedule | Schedule with Selection WValues | Histary

2. The Organize Folders window will display. Select Favoritesfrom the drop-down box. The report
shortcut should appear. Click on Repname.

a Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer

=101 x|
[

Organize Folders
¥, Close | 2 Help

Contents: Organize these folders and items.

[Favorites

[
|@ Shartcut ko allatment Expenditure Skatus by Program Index l_ l_ l_ |ﬂ Inkernet Y
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3. The Rename window illustrated below will display. Enter anamein the To: field, then click on
Rename.

; Rename - Enterprise Reporiing - Microsoft Internet Explorer

- 1Ol x|
=
Rename
¥, Cancel | * Help
Rename from: [Shortout to allotrment Expeﬁh\‘
To: [My Budget Report [ Rename |
| -
|7 Done [ [ | [ nternet v
4. The screen will return to the Organize Folders window, and the newly named report will display.
Click on Close to return to the Home Screen.
; Enterprise Reporting - Organize ravcrites - Microsoft Internekt Explorer = |I:I|i|
_ =l
Organize Folders
¥ Close | 2 Help
Contents: Organize these folders and itemns.
|Favorites | gl
My Budget Report
|&] l_l_l_lﬂ Inkernet 4

NOTE: Repeat steps 1 through 14 above to put additional report shortcuts in your Favorites folder.
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Creating Sub Folders

1. Youmay aso create sub folders under the Favorites folder to store the various report shortcuts. To
create a sub folder under the Favorites folder, click on the icon to create a new folder.
; Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer = |E||£|

COrganize Folder Tl
X Close | 2 Help

Contents: Crganize these folders and items,

[Favorie: ———————— RHaffclfa]

My Budget Report

€] l_l_l_lﬂ Internet

| KN

2. Thefollowing screen will appear. Enter the New Folder Name and click Add.
"} New Folder - Enterprise Reporting - Microsoft Internet Explozer - 10| x|

=

Add New Folder

¥, Cancel | ? Help

Mew Folder Mame: [Monthly Budget Add

[~
&] Done I_ |_|_|ﬂ Internet 4

3. Thenewly created sub folder will appear under the Favorites folder. Close the Organize screen.

3 Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer - ||:||5|
Organize Folders
¥. Close | # Help
Contents: Organize these folders and items.
| Favorites =l gl
\Monthly Budget
My Budget Report
i
4 &) I_l_l_lﬂ Internet v
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5. The Home screen will appear. Click Refresh.

; Enterprise Reporting - Microsoft Internet Espiorer - ||:|| il

File Edit Wiew Fawvarites o Help ﬁ
s Back ~ = - ﬁ- | Qhsearch (G Favorites  GlMMedia ®| B S =

address I@ hktp: jireporting, ofm, wa.gov) available. csp j f?Go | Links *

= Organize | § Preferences Iﬂ
& Logoff | 2 Help

Account: sched105

Folders

Mo folders My Budget Report
Schedule | Schedule with Selection values | Histary

K

& l_ l_ l_ |4 mternst

6. Thedialog box illustrated below will appear. Click on Retry.

Microsoft Internet Explorer

The page cannot be refreshed fithout resending the information.
Click. Retry to send the information again,

ar click Cancel ta return ko fhe page that waou were brying o view,

Cancel |

7. The new folder will appear as shown below.
a Enterprise Reporting - Microsoft Internet Explorer - |E||5|

File Edit Wiew Favorites Tools  Help ﬁ
¢Back = = - (D fat | @ search (3 Favortes AP Media ®| Eh- S =

Address I@ htkp: jireparting. ofm.wa.gowlavailable. csp j 6”60 | Links **

= Organize | § Preferences Iil
M |Logoff | 2 Help

Account: sched105

Manthly Budget

Folders

] Monthly Budget My Budget Report . _
Schedule | Schedule with Selection walues | Histaory

[
|&] pane [ | |4 meermet v
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Moving Shortcuts

Y ou can move shortcuts to other foldersin your Favoritesfolder. Follow the steps below.

1. Open the Organize window. Highlight the shortcut you want to move to another folder. Click on
Moveto.

3 Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer - |EI|1|

Organize Folders
X Close | 2 Help

Contents: Organige these folders and items.

| Favorites =l ﬁl

|@ My Budget Report ,_ ,_ ,_ |O Internek ;
2. Locate and highlight the folder to which you want to move the shortcut. Click on Move
- Move - Enterprise Reporting - Microsoft Internet Explorer - = x|
=l
Selected Items: Click the button below to apply Folders: Select the folder re you want to place
the action to all listed items to the selected folder,  the listed items.
My Budget Report [Favorites 2| QI
El
|@ J\Monthly Budget ’_’_’_ # Internet 4
3. The screen will return to the Organize Folders window. Close the wi ndow.
3 Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer ™ 5[
[ |
Organize Folders
lose | # Help
Contents: Organize these folders and items,
|Favorites =l gl
AMonthly Budget
| Copy To... |
| Move To... |
| Rename... |
| Delete |
[~
& [ e mtemat Y
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4. The Home screen will appear. Click on Refresh to update the window contents.

; Enterprise Reporting - Microsoft Internet Exoiorer ;|E|5|
File Edit Wiew Favorkes Toa ‘ a5
¢Back + = - (2 % | (@ search [ Favorites fEfMedia % | B S =l

Address IE htt|:|:Il',l'repnrting.ofm.wa.gov,l'available.csp?|:|age\-'iew=subscri|:|I:iu:un&J:urrID=224D&Qtvpe=&sorthv=SI_N.D.ME,SI_IDij E‘{’\’GD ‘ Links

= Organize | § Preferences |;I
& Logeff | # Help
search: [ AR CERNC| X
3 Home
..[#)] Favorites

Account: sched105

Folders

(1 Monthly Budget My Budget Report _ _
Schedule | Schedule with Selection Walues | History

I
|&] Done l_ l_ l_ |4 Tnternst v

5. The shortcut has been moved to the selected folder.
3 Enterprise Reporting - Microsoft Internet Explorer - |I:I|5|

File Edit Wiew Favaorites Tools Help ﬁ
{PBack + = - @ il | @Search [3e] Favorites @Media @ | %v = =

Address I@ http: i ireporting, ofm.wa.gow/available. csp

~| @eo ‘Links =

= Organize | 8 Preferences |;|
@ Logoff | ¥ Help

search: | NN | 3

t} Home Account: sched105
\..[#] Favorites > ] Monthly Budget

Folders

Mo folders My Budget Report
Schedule | Schedule with Selection Yalues | History

N K

& I_ l_ I_ |4 Internst
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Copying Shortcuts

Y ou can copy shortcuts to other locations in your Favorites folder. Follow the steps below.
1. Open the Organize window. Locate and highlight the shortcut you want to copy. Click on Copy To.
a Enterprise Reporting - Organize Favorites - Microsoft Internekt Explorer - / - |EI|5|

s

Organize Folders
¥, Close [/ Help

Contents: Organize these folders and items.

[- Monthly Budget =l ﬁl

Shortcut...

Nname...

Delete

|@ My Budget Report I_I_ ’_ |ﬂ Inkernet

[y |

K0

2. Locate and highlight the folder to which you want to copy the shortcut. 1n the example below, the
shortcut for My Budget Report is being copied to the Favorites folder. Click on Copy.
a Copy - Enterprise Reporting - Microsoft Internet Explorer i - |EI|£|

[
E
12

Selected Items: Click the button below to apply Folders: Sa the folder where you want to place

the action to all listed items to the selected folder.  the liste

My Budget Report Eavorites = gl

Home
- Financial Reports

Copy I:l

A [»[
|@ I_ I_ ’_ |‘ Inkermet 4
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3. The Organize window will display. Click on Close.

a Enterprise Reporting - Organize Favorites - Microsoft Internet Expicter — ||:||5|

Al
COrganize Folders
¥, Close | ? Help
Contents: Organize these folders and items.
|— Monthly Budget -] ﬁl
My Budget Report [ Expand |
[ Copy To... |
[ Move To.. |
| Shortcut.. |
| Rename... |
[ Delete |
=
& I_’_’_|ﬁ Internet 4

4. TheHome Screen will display. Click on the folder to which the shortcut was copied, to see the newly
copied shortcut.

a Enterprise Reporting - Microsoft Internet Explorer

et

_{ol x|
File Edit Wiew Favorites Tools Help ‘ a5
¢uBack ~ = - () a1 | Dhsearch [GeFavortes GfMedia o4 | - S =

Address I@ http:ffreporting. ofm.wa.gow favailable. csp

~| @an ‘Links »

= Organize | § Preferences Iil
M Logoff | 2 Help

search: [ EEEE S| 3
22} Home
..[#] Favorites

Account: sched105

Folders

[ Monthly Budget ~ My Budget Report _ _
Schedule | Schedule with Selection Walues | History

S L

& l_ l_ l_ |4 nternst
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Folder Structure

Folders are structured differently in the CE10 environment. The functional report category folders are
shown in the top half of the Home Screen. Currently, only the Financial Reports are in the CE10
reporting environment. As other applications migrate to CE10, additional folders and reports will be
created. So, depending on your security access, you may see folders for Budget, Allotment, or Travel, for
example.

When you select the Financial Reports folder in the top half of the Home Screen, the report category
folders will appear in the bottom half of the screen. Note that thereis only one folder for each report
category, instead of one folder for each biennium asin the previous environment. Y ou can specify the
biennium by selecting it from the Parameter Screen, explained later on page 30.

3 Enterprise Reporting - Microsoft Internet Explorer _ Iﬁ, |1|

File Edit Wiew Favorites Tools Help ﬁ
GBack + = - (D ﬁ| Qhsearch [GFavorites  fMedia ®| - S et

Address I@ http:f reporting.ofm.wa, gov/available. csp j @Go | Links **

= Organize | 8 Preferences | &0 Logoff | 2 Help ;I

Account: sched300

{1 Financial Reports

Folders Sort By: [Title =l
(3 Account Codes No %{\ects
I3 allotment Expenditure

Flexible

23 allotment Expenditure
Manthly /BTD

I3 allotment Expenditure
Status

3 caFr

(23 Cost allocation
Operational

s |- «———Report Category Folders
(I3 Expenditure Activity
(21 Expenditure Flexible

[Z3 Financial Toalbox
Downloads

21 General Ledgers
Z3 Project-to-Date
[Z3 Revenue

|&] ’_ l_ ’_ |4 Internet

Searching for Objects

Y ou now have the ability to search report objects to find those that meet certain criteria. A search includes
all objectsin the Financial Reports folders and in your Favoritesfolder. For example, you may want to
find all report objects that have the words “ Program Index” in the title. To perform a search, follow the
steps below.
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1. Enter asearch string in the Sear ch field. Select the field you want to search by from the drop down

box. Then sdlect Go.

3 Enterprise Reporting - Microsoft Internet Explorer

B =

File Edit Wew Favortes Tools Help

daBack v = - (D 7at ‘ Qisearch [GFavortes iMedia (4 | 2= = E|

Address I@ http:/ireporting.ofm.wa.goviavailable.csp

j @G0 |L\nks &

Program ndex—— o =/l Go]

description

i.[1] Financial Répu

Folders

©rganize | § Preferences | & Logoff | 2 Help :I

Account: sched105

3 account Codes No objects

23 sllotment Expenditure
Flexible

23 allotment Expenditure
Monthly/BTD

23 sllotment Expenditure
Status

3 carr

3 Downloads/Extracts
[ Encumbrances

£ Expenditure Activity
(23 Expenditure Flexible
] General Ledgers

£ Profit & Loss

3 Project-to-Date

1 Revenue

3

’7 ’7 ’7 |‘ Internet

S| I

2. The search results will be di

/2 Enterprise Report

ed, asillustrated below.

rosoft Internet Explorer

=181

Elle Edit Wew Favortes Tools Help

HEBack - = - @ 74 | @Searth (3] Favarites @Mad\a a ‘ %' S =

Address I@ http:/freporting.ofm.wa, gov favailable.csp

Organize |

-ETt= ol " rogram Index M [ Go |

& Home
{3 Favarites

-.Search Results: title = 'Program Indes:’

Folders

| e ‘Links 2
"

g Preferences | @ Logoff | 2 Help —

Account: sched105

Mo folders Allotment Expenditure BTD by Organization Index/Program Index
Schedule | Schedule with Selection Values | History

Total Instances: 320 - User Instances: 0

Allotment Expenditure Monthly Bien by Program Index
Schedule | Schedule with Selection Values | History
Total Instances: 65 - User Instances: 0

Allotment Expenditure Status by Agency/Program Index
Schedule | Schedule with Selection Values | History
Total Instances: 340 - User Instances: 0

Allotment Expenditure Status by Organization Index/Program Index
Schedule | Schedule with Selection Walues | History
Total Instances: 64 - User Instances: 0

Allotment Expenditure Status by Program Index
Schedule | Schedule with Selection Values | History
Total Instances: 753 - User Instances: 61

Expenditure Activity By Program Index and Object
Schedule | Schedule with Selection Values | History
Total Instances: 302 - User Instances: 14

Expenditure Activity By Program Index and Sub-Object
Schedule | Schedule with Selection Walues | History
Total Instances: 688 - User Instances: 3

OFM Profit and Loss By Program Index
Schedule | Schedule with Selection Values | History

El
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Scheduling Reports

As described on page 3, there are several changes in report scheduling features. One major change is
users access different screens to designate parameter, run-time, destination, and format selections, unlike
the previous environment where all sel ections were made on one screen.

Y ou can schedule areport using areport object in either your Favorites folder or in the Financial Reports

folder. The example below illustrates scheduling a report using areport object in the Allotment
Expenditure Status category folder.

Accessing the Selection Screens

1. From the Home Screen, click on the Financial Reports folder. The report category folders will appear
in the bottom half of the screen. Then select the category folder that contains the report object that
you want to schedule.

3 Enterprise Reporting - Microsoft Internet Explorer _ |E||1|

File Edit Wiew Favorites Tools  Help ﬁ
Back + = + (D 7t | Qhsearch [FFavorites GMedia (4 | B-S =t

Address I@ http:ffreporting.ofm.wa.goviavailable.csp

| @eo |Links >

= Organize | 2 Preferences | & Logoff | 2 Help il

£ Home Account: sched300

i..[3] Favorites

Folders Sort By: | Title =
3 Account Codes Mo ohjects
3 allotment Expenditure

Flexible

3 allotment Expenditure
Manthly/BTD

3 allotment Expenditure
Status

[0 caFr

I3 Cost allocation
Operational

3 Downloads/Extracts
3 Encumbrances

(I3 Expenditure activity
(23 Expenditure Flexible

(23 Financial Toaolbox
Downloads

I3 General Ledgers
21 Project-to-Date
3 Revenue

aE

&1 l_ l_ l_ |4 tntermet
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2. Thereport objectsin the selected folder will display. In the example below, the Allotment
Expenditure Status folder was selected, so all the report objects in this folder are displayed.

Note the menu options display underneath each report object, since the Action View option described
on page 9 is selected. There are two methods available for scheduling:

3.

a)
b)

c)

d)

3 Enterprise Reporting - Microsoft Internet Explorer _ Inlﬂ

File Edit Yiew Favorites Tools Help ﬁ

Schedule: displays the account code parameter sel ections without pick list values.

Schedule with Selection Values: displays the account code parameter selections with pick list
values.

Y ou may use whichever method you prefer. The Schedule option will load the parameter screen
more quickly, since the pick lists are not being loaded. However, if you are unfamiliar with your
agency’s account code structure, you may prefer the Schedule with Selection Values option.
The following example will use the Schedule with Selection Values method.

B R | at | Qhsearch [GFavorites GfMedia &4 | S =

Address I@ http:ffreporting. ofm.wa, govfavalable.csp j @Go | Links **

Folders Sort By: | Title x|

= Organize | 5 Preferences | & Logoff | 2 Help ;I

Account: sched300

Mo folders Allotment Expenditure Status by Agency/Program Index

Schedule | Schedule with Selection Walues | History

Allotment Expenditure Status by Fund
Schedule | Schedule with Selection Walues | History

Allotment Expenditure Status by Organization Index/Program Index
Schedule | Schedule with Selection Walues | History

Allotment Expenditure Status by Program
Schedule | Schedule with Selection Walues | History

Index
History

errditore Status g3
edule with Selection values )

Schedul€ | sch

Allotment Expenditurp Status by Project
Schedule | Schedule with Selection Walues | History

Allotment Expenditurp Status by Sub Program
Schedule | Schedule with Selection Walues | History

=
& oone T e,

4. Click on Schedulewith Selection Values for the report that you want to schedule. In this example,

the Allotment Expenditure Status by Program Index report was sel ected.
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Parameter Selections

The Parameters screen, illustrated below, displays. Here you select how the data should be filtered on the
report. The free-form input box displays on the left side, and the pick list values display in the drop-down
box ontheright. An Add button now appears by each parameter.

/J Enterprise Reporting - Schedule - Microsoft Internet Explorer _|&]x]

Schedule _ B
(@ Schedule | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: (NGRS

Personal Title:

Mew valuea: I Addl

Current value: No current value has been set.

Show parms on every page:

Mew value: IE[ Add —

Current value: No current value has been set.

Biennium:

Mew value:  [apos [Default values: x| Add |
Current value: No current value has been set.

Agency:
Mew value:  [3n0 | Default Values: a Addl
Current value: No current value has been set.

Fiscal Month:

Mew value: [ _current | Default values: x| Addl
Current value: No current value has been set.

Fund:

MNew value: [+ | Default Values: =l ﬂl

Current value: No current value has been set.

Appropriation:
Mew value: [+ | Default Values: a ﬂddl
Current value: No current value has been set.

Appropriation Index: LI
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Make your selections using either the free-form area or the pick lists. When you have completed making
all your selections, click on any Add button. The Current Value fields will be updated for each
parameter. This process may take many seconds, especially for agencies with alarge volume of account
codes, so please be patient. NOTE: If you need to run areport for a different biennium or agency,
change the values for these parametersfirst, and then click Add. Thiswill update the account code

selection parameters with the appropriate values for the biennium and/or agency sel ected.
SETF:

Schedule

@ =Schedule | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: |Parameters ¥

Personal Title:

New value: Sample Report Add

Current walue: Sample Report

Show parms on every page:

Mew values: m add -

Current value: No

Biennium:

New valus:  [zop5 [Default values: x| Add
Current value: 2005

Agency:
New value:  [30 [Default values: =] add|
Current value: 300

Fiscal Month:

New valus: [ _Current [Default values: =] add
Current walue: -Current

Fund:

New value:  [7 [Default values: =] [acd|

Current walue: *

Appropriation:

New value:  [7 [Defaut values: =] Lacd|

Current value: *

Appropriation Index: =l
/3 Enterprise Reporting - Schedule - Microsoft Internet Explarer == x|

Schedule Default Values: - -

@ Schedule | X, Cancel | 2 Help

Appropriation Index:

New value: ¥ [Default values: ] Ladd|

Current value: *

Appropriation Type:
Mew value: [« [Default Values: x| add
Current value: *

Program:
New value: [+ [Default values: =] ead|
Current value: *

Sub Program:

New value: [+ [Default Values: = | L‘E‘I
Current value: *

Activity: .
New value: [ [Default values: =] add]
Current value: *

Sub Activity:
New value: [+ [Default Values: = | ﬂl
Current value: *

Program Index:
Mew value: fieazy [Default values: x| add
Current value: K4211

Object:
Mew value: [+ [Default Values: x| Add
Frirant walie: * =l
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Go to the top of this screen and click on the down arrow in the Customize your optionsfield. Hereyou

will see additional selections you need to make to compl ete the s¢

7J Enterprise Reporting - Schedule - Microsoft Internet Explorer
Schecdule

eduling process.
=5 x

@ Schedule | X, Cancel | 2 Halp

Current value: Sample Report

Show parms on every page:

New value: IEI add

Current walue: No

Biennium:

Current value: 2005

mMew walus: - [aons [Default values: =] Add

Agency:

New value:  [3pg [Default values:

Current value: 300

Fiscal Month:

Current value: -Current

mMew walue: [ _Chrrant [Defauit values: x| Add

Fund:

MNew value: [« [Default values:

Current walue: *

Appropriation:

New valus: - [¥ [Default values:

Current value: *

Appropriation Index:

Run Time Parameters

The Schedule selection provides options for setting the Run-Time parameters for the report. The default
valueisNow. Click on the drop-down box in the Run report field to see the available choices. See page
33 for information on using two new options now available: Calendar and X Day of Nth Week of the

Month.

Schedule

Allotment Expenditure Status by Program Index

Customize your options: | Schedule =

] Enterprise Reporting - Schedule - Microsoft Internet Explorer

=18 x|

@ Schedule | X Cancel | 2 Help

ER CE10 Quick Reference Guide.doc
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Run report:  [Now
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Two new items available in CE10 are the following:
a) Calendar: Thisprovidesthe ability to schedule reports based on a customized calendar, such as

the AFRS closing dates calendar.
b) X day of Nth week of month: This provides the ability to schedule areport every Nth week on a
selected day of the week.

To schedule areport using the Calendar option, click on Calendar from the Schedule menu and select the
desired calendar. Inthe example below, the AFRS Fiscal Month Closing calendar was selected. The
screen illustrated below will display. This calendar displays the AFRS Fiscal Month Closing dates. A
report scheduled using this calendar will run the day after each AFRS Fiscal Month close. NOTE: If
thereis no urgent need, use afixed date of the month for monthly recurring reports. Thiswill help
aleviate potential system problems during AFRS cutoff.

/J Enterprise Reporting - Schedule - Microsoft Internet Explorer _|&]x]

GehEdule {Schecule =]

-

® Schedule | % Cancel | 2 Help

Set the run-time parameters for this report:

Run report: ICaIendar LI

Report will run based on the selected calendar.

Calendar: |AFRS Fiscal Month Closing x|

Description: AFRS Fi - reports run the day after.

start Time:  [10 =]:[51 =] [am =] [12/1/2004

End Time: ja/21/2014

e 2004 - 2085— -~ || RunDays

December 2004 Japuary 2005
Su Mo Tu We Th Fr Sa|Su M
1 2 3 4

February 2005

u We Th Fr Sa|Su Mo Tu We Th Fr Sa
1 1 2 3 4 5

5 6 7 8 91011 2 4 5 6 7 8|6 7 8 9 101112

12131415 1617 18| 9 Jo 11 12 13141513 1415 16 17 18 19

1920 21 22 232425 |16 A7 18 19 2021 22 |20 21 22 23 24 25 26

26 27 28 29 3031 2324 25 26 27 2829 |27 28

30031
March 2005 April 2005 May 2005
Su Mo Tu We Th Fr Sa Mo Tu We Th Fr Sa | Su Mo Tu We Th Fr Sa
1 2 3 45 1 2|1 2 3 4 5 86 7

6 7 &8 9 101112
13 1415 16 17 18 19
20 21 22 23 2425 26
27 28 29 30 31

34 5 6 7 8 9
10 11 12 13 1415 16
17 1819 20 212223
24 25 26 27 2829 30

8 9 1011 121314
1516 17 18 192021
22 23 24 25 26 27 28
29 30 31

June 2005
Su Mo Tu We Th Fr
1 2 3
5 6 7 8 9 10p1
12 13 1415 16 17/18
19 20 21 22 232425
26 27 28 29 30

July 2005

Su Mo Tu We Th Fr Sa
12

32 4 5 68 7 8 9

10 11 12 13 14 1516

17 18 19 20 21 22 23

24 25 26 27 282930

31

August 2005
Su Mo Tu We Th Fr Sa
1 2 3 456
7 8 9 10 111213
14 15 16 17 1819 20
21 22 23 24 25 26 27
28 29 30 31

Change the Start Time to the desired value. Select an End Time. Note that the default isten yearsfrom
the Start Time so we strongly recommend changing it to an earlier date.

Other calendar selections are also available. Asthe need arises, additional calendars can be set up by the
system administrator.
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To schedule areport on a certain day of a certain week of every month, use the X day of Nth Week of
the Month option.
3 Enterprise Reporting - Schedule - Microsoft Internet Explorer ;Iilll

Schedule _ =l
(® Schedule | X Cancel 2 Help

Allotment Expenditure Status by Program Index

Customize your aptions: |Schedu|e 'l

Set the run-time parameters for this report:

Fun report: |N0w

Report will ru o e

of Month
< |x Day of Mth Week of the Month
Calendar

=

The following screen will display. Select the week from the drop-down list in the Week (N) field and the
day of the week from the drop-down list in the Day (X) field. Change the Start Timeand End Timeto
the desired values.

nterprise Reporting - Schedule - Microsoft Internet Explorer = IE 5'

Schedule _ =l
® Schedule | ¥ Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: |Schedu|e vl

Set the run-time parameters for this report:

Run report: |>< Day of Mth Week of the Month =]

Report will run on the ¥ day of Nth week of the month,

Week(M) =|First hd Diay(x) =|M0nday 'I

StartTime:  [11=]:[21 =] [am =] [12/2/2004

End Time:  [12=]:[oo =] [am =] |o/21/2014
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Destination Selections

The Destination selections determine where your report instance will be sent after processing. The
following options are available:
a. Default: Selecting thiswill send the report to the default location, for subsequent viewing and

printing.

b. Email (SMTP): Thisisanew feature, providing the ability to schedule areport to an email
destination. CAUTION: Before using this feature, please run areport to see how large the
report will be. If the file sizeisvery large, problems could result when the report is being sent to
the designated email address.

73 Enterprise Reporting - Schedule - Microsoft Internet Explorer -8l x|

@ Schedule | X, Cancel | 2 Help

aAllotment Expenditure Status by Program Index

Customize your options: |Destination *

Set the Destination for the report.

fi
Emnail (SMTP

[ |

1. To select the Email destination option, click on Email (SMTP). The following screen will display.

Schedule

Allotment Expenditure Status by Program Index

Customize your options: | Destination =

; Enterprise Reporting - Schedule - Microsoft Internet Explorer - 5'|5|

@ Schedule | X, Cancel | 2 Help

Set the Destination for the report.

Destination: IEmaiI (SMTR) =

You can scheduls to 3 SMTP server with a choice of two different sets of values:

 Use the Crystal Job Server's defaults

@ Set the values to be used at schedule time here:

From: |

To: |
co |
Subject: |
Message: ;I

= [E

[¥ attach report instance to email message
File Mame:

@  Default File Name {randomly generated)

o Specified File Name: I

Add a placsholder for a wariable property: |Title 'I Add

¥ add file extension
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2. Makeentriesin thefollowing fields:

a TheFrom: field is already populated with the user’s email address.

b. Enter an email addressin To: field.

c. If youwish, enter an optional Subject and M essage in the appropriate fields.

d. Notethat thefield Attach report instance to email message is checked, indicating that the
instance will automatically be included as an attachment.

e. IntheFile Namefield, you can leave the default selection of Default File Name. To provide a
more meaningful name, enter a specific file name in the Specified File Name field.

f.  You can also choose to add selected fields to Specified File Name from the drop-down list
provided in the Add a placeholder for avariable property field. The following options are
available:

i) Title addsthetitle of the report
i) Owner: addsthelogon ID of the user scheduling the report instance
iii) DateTime: addsthe report instance start date and time

g. TheAdd file extension, when checked, will append afile extension to the specified file name
field based on the format selected (e.g., PDF or .XLS). See page 38 for information on available
formats.

/J Enterprise Reporting - Schedule - Microsoft Internet Explorer _|&]x]

Schedule _ —
(@ Schedule | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: |Destinatiun 'I

Set the Destination for the report.

Destination: IEmaiI (SMTR) vl

You can schedule to a SMTP server with a choice of two different sets of values:

 Use the Crystal Job Server's defaults

# Set the values to be used at schedule time here:

From: |Sender@agency.wa.g0v

To: |Recipient@agency.wa‘gov

Cc |

Subject: |

Message: ;l

[¥ attach report instance to email message
File Mame:

¢ Default File Mame {randomly generated)

® Specified File Mame: |

&dd a placeholder for a variable property: ITitI +| Add |

¥ 2dd file extension

DateTime
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3. After completing all entries, click on Update. Hereis an example of how the entries will appear after
entering datain the fields described above. A specified file name was entered, and the placehol der
for Title was added.

/Z Enterprise Reporting - Schedule - Microsoft Internet Explorer _[&]x]
Schedule —

® Schedule | ¥ Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: IDestination vl

Set the Destination for the report.

Destination: IEmaiI (SMTR) vl

‘You can schedule to a SMTP server with a choice of two different sets of values:

 Use the Crystal Job Server's defaults

& Set the values to be used at schedule time here:

Required Fields { :;D:m: |Sender@agency.wa.g0v

|Recipient@agency.wa‘gov

Cc: |
Subject: |M0nth|y Budget Report
Message: [Here is the report for last month. =]

Optional Fields

[¥ attach report instance to email message
File Mame:

¢ Default File Name (randomly generated)

Select one of ®  Specified File Name: [Monthly Budget Rpt %S|_NAME% %EXT%
these Options Add a placeholder for a variable property: |Title +| Add |

¥ 2dd file extension

— Be sure to click here after making all entries.

4. IMPORTANT: When using thisfeature, it is recommended that you use either the Adobe Acrobat
or Excel file format from the Format menu. See page 38 for information on setting formats. If the
default file format of Crystal Report (.rpt) is used, the recipient will need a special viewer file to open
the report. See page 51 for more information on this.
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Report Format Selections

The last option in the Schedule menu is Format. When you select this option, the screen below will
display. The default format for most reportsis Crystal Report. The default format for reportsin the
Account Codes, Downloads/Extracts and in the Financial Toolbox Download folders (DSHS only reports)
is Microsoft Excel (Data Only), with the settings that will produce the optimum format. 1f you want to
schedule areport in its default format, then you do not need to do anything on this screen.

If you want to schedule areport in aformat different from the default, you may choose from the
selectionsillustrated below. Support will be provided for the following formats:

a) Adobe Acrobat

b) Crystal Report

c) Microsoft Excel

d) Microsoft Excel (Data Only)

€) Character-separated Values

Y ou may use the other formats, but the report output may not be preserved from the original format.

< Enterprise Reporting - Schedule - Microsoft Internet Explorer |7 x|

Schedule . =l
1 Schedule | X, Cancel | ? Help

Allotment Expenditure Status by Program Index

Customize your options: IFDr’mat 'I

Set the format for this report:

Repart Farmat: | Crystal Report B3|

[Cryctal Report
Microsoft Excel
Microsoft Excel (Data Only)
Microsoft Word

Paginated Text
Tab-separated Text
Tab-separated Values
Character-separated Yalues
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A new format available in the CE10 interface is Microsoft Excel (Data Only). The format saves the data
fields, with each cell representing afield. Selecting this option displays the following screen:

J Enterprise Reporting - Schedule - Microsoft Internet Explorer 18] x|
Schedule ) =
@ schedule | X Cancel | 2 Help

Expenditure Activity By Program Index and Object

Customize your options: [Format =

Set the format for this report:

Report Format:  |Microsoft Excel (Data Only) ¥

Set Column Width:

' Column width based on objects in the : |Report Header =] |1
@ Constant column width (in points) ; [38

[T Export object formatting [T Maintain column alignment

[T Exportimages ¥ Export page header and page footer
7 Use worksheet functions for summaries ¥ simplify page headers

[T Maintain relative object position

|

Y ou can control the report output by changing the settings above. The reports designed specifically for
Excel format will have the default settings specified for optimal format. These include reportsin the
Account Codes, Downloads/Extracts and Financial Toolbox Downloads (for DSHS users) categories. As

long as users do not change any of the settings when scheduling these reports, the report format should be
satisfactory.

Selecting the Microsoft Excel format displays the screen illustrated below. Similar to the Excel (Data
Only) format you can vary the settings to try and obtain the best output.

; Enterprise Reporting - Schedule - Microsoft Internet Explorer
Schedule

=18 x|

@ Schedule | X Cancel | 2 Help
Cost Allocation Expenditure Activity By Vendor

Customize your options: | Format hd

Set the format for this report:

Report Format: Microsoft Excel -

Set Column Width:

# Column width based on objects in the : |Whole Repart =] |1
' Constant column width (in points) @ |36

Export page header and page footer: On Each Page =

[T Create page breaks for each page Page range:
T Convert date values to strings @ &l pages
T show Gridlines © From :|1_ To: ,"_
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After you have finished making the parameter, run-time, destination, and format selections, click on
Schedule in the upper-right corner of the screen.

’J Enterprise Reporting - Schedule - Microsoft Internet Explorer =]

Schedule ; =
@ schedulz | X fancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: [Farmat -

Set the format for this report:

Report Format: | Crystal Report -

Report Processing
After scheduling areport, The Schedule screen will close and the History Page will appear, displaying the
report instance. The History Page is described starting on page 47. Initialy, the status of the instance
will display as“Pending”. Asreport processing continues, the status changes to “Running” When
processing is finished, the status changes to “ Success’.

#J Enterprise Reporting - History - Microsoft Internet Explorer =10 x|

History
¥ FRefresh | ¥ Cancel
Allotment Expenditure Status by Program Index
Status: |AII Statusesj User: |sched225 Date: |AII Go!
Instances: 2
[ Delete || Pause || Resume || Clear all || Select &l |
¥ Instance Time: Run By: ParametersfReschedule: Format: Status: Selected:
Sample Repor‘t Mo 2005, 225 —Current * *;
SIEUEDDS 9:33:30 sched225 * ﬁppro\ted &hd]usted Cash ﬁccr(all), H E;\,rs;:ftl -
Fund,-’ﬁl‘«pproprlatlan Object P
ReSchedule | ReSchedule with Selection Values
Sample Recurring Report; Mo; 2005; 225 ;
. Current; ¥, ok k¥ FE *, » 00120, DDlEl
% 1/21/2005 10:32:07 sched225 o * LIRS Appmved &Ad]usted Cash,ggsgftl Paused -
.fixccr(all) Fund,r‘.&ppraprlatlan Object P
ReScheduIe | ReSchedule with Selection Values
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Thereis no automatic refresh feature in CE10. In order to update the report status, you will need to click
on the Refresh menu option in the upper right corner of the screen.  Continue clicking on Refresh until
the status changes to “ Success’ . /

3 Enterprise Reporting - History - Microsoft Internet Explorer

=10i x|

Pt Y .
istor
s

Allotment Expenditure Status by Program Index

Status: IAII Statusesj User: Isched225 Date: IAII

Instances: 2

[ Delete |[ Pause |[ Resume |[ Clear all |[ Select Al |

¥ Instance Time: Run By: Parameters fReschedule: Format: Status: Selected:
Sarmple Recurring Report; Mo, 2005; 225 ;
Current * *, *J* R *, ;00120 00121 Crystal

% 3/21f200% 9:57:592 &AM sched225 * s Approved &Ad]usted Cash,R ¥ ot
ﬂccr(all) *, Fundfﬁl\ppropnatmn Ohject Epo
ReScheduIe | ReSchedule with Selection Values

Sample Report; Moy 2005; 225 ; -Current; *; *;

' *-* * *.* DDlzD DDlSD |* *J* *; *;
[ 3/21/2005 9:54:46 &M sched22s *! pproved & Adjusted; Cash, Acer(all); * E;"Sotﬁc' r
Fund,-’.&ppropnatmn Ohject P

ReSchedule | ReSchedule with Selection Values

Paused r

-]
Stopping and Pausing Reports
To stop areport that is processing, first select the report by clicking the check box and then select the
Delete button.
3 Enterprise Reoporting - History - Microsoft Internet Explorer - |EI|£|
History [~
# Refresh | X Cancel
Allotment Expenditure Status by Program
Status: IAII Statuses vI User: Date: |AII Go!
Instances: 3 \A
[ Delete |[ Pause || Resume || Clear all || Select an |
¥ Instance Time: Run By: Parameters fReschedule: Format: Status: Selected:
Sample Report; No; 2005; 225 ; -Current; *; *;
B 3/21/2005 10:10:28 R DD230; ) Crystal .
.i‘« B sched2z25 Appm\red &.&d]ugted Cash .&ccr(all)J B Report Running
Fund/sppropriation; Ohject P
FeSchedule | ReSchedule with Selection WValues
Sample Recurring Report; Mo; 2005; 225 ;
- Current; *; ok, kL kL kL +, ;oo1z20, 00121
%3"{21"’2005 Biadize sched225 wy * * £ .i\pprcnved &ﬁi‘«djusted CaSh,ggsgftl Paused (Il
Accr(all), %, Fund,r‘ﬁl‘«pproprlatlon Ohject P
ReScheduIe | Reschedule with Selection values
Sample Report; No; 2005; 225 ; -Current; *; *;
. ) * * * * *. o DDIZD DDISD * * * * *J *
%3"{21"’2005 9:54:46 sched225 * Appmved &Ad]usted Cash Accr(aII)J H EQ‘Stht' Success -
Fundmpproprlatlon Dhject P
ReSchedule | ReSchedule with Selection Walues -
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To pause areport in Recurring status, select the report and click on Pause.

3 Enterprise Reporting - History - Microsoft Internet Explorer — |EI|5|
History
# Refresh | X Cancel
Allotment Expenditure Status by Program Index
Status: |AII Statusesﬂ User: |sched225 Dgte: |AII
Instances: 2
[ Delete |[ Pause |[ Resume |[ Clear all |[ Select &ll |
¥ Instance Time: Run By: Parameters/Reschedule: Format: Status: Selected:
Sample Recurrmg Feport; Mo; 2005; 225,
Zurrent; R ELE R #, 00120 00121 Cryctal
@' 3/21/2005 9:58:39 AM  sched225 Y Appro\ted &Ad]usted Cash,Rey ort Recurring
Accr(all), *, Fund;’Approprlatlon Ohject P
ReScheduIe | ReSchedule with Selection Yalues
Sample Report; Mo; 2005; 225 ; -Current; *; *,'
HR NG 00120,00150; *; *; *; % *; ; Crystal
E_t?}) 3/21/2005 9:54: 46 AM sched225 *, Approved &Ad]usted Cash Accr(all) Rey ort Success [l
Fundepproprlatlon Ohject P
Feschedule | ReSchedule with Selection Yalues
To resume areport that isin Paused status, select the report and click on Resume
7} Enterprise Reporting - History - Microsoft Internet Explorer o ] 4|
History
F Refresh | ¥ Cancel
Allotment Expenditure Status by Program Index
Status: |AII Statusesj User: |sched225 Date: |AII \
Instances: 2 *
[ Delete |[ Pause |[ Resfime |[ Clear all |[ Select all |
¥ Instance Time: Run By: ParametersfReschedule: Format: Status: Selected:
Sample Recurrmg Report; Mo; 2005; 225 ;
Current; R R +, , 00120, 00121 Crestal
% 3/21/2005 9:59:24 AM  sched225 L E EICIRT ﬂppro\ted &ﬁd]usted Cash,Rey ort Paused
ﬁccr(all), Fund,-’xi\ppropnatmn Ohject R
ReScheduIe | ReSchedule with Selection Yalues
Sample Report; Mo; 2005; 225 ; -Current; *; *;
® R 00120,00150; -****; ; |
@) 3/21/2005 9:54:46 AM  sched225 *; Approved & Adjusted; Cash, Accrall); * g;yggft Success [l
Fund,-’.&ppropnatmn Ohject P
ReSchedule | ReSchedule with Selection Yalues

Rescheduling Feature
The Reschedule feature allows users to schedule a new report using an existing instance. The parameter,
run-time, destination, and format values are retained from the original instance. Y ou can then change any
of these values and schedule anew report. There are two options available:
1. Reschedule: displaysthe Parameter screen without pick list values for the account code selection
parameters.
2. Reschedule with Selection Values: displays the Parameter screen with pick list values for the
account code selection parameters.
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To use the Reschedule feature, first navigate to the History Page. Click on either Reschedule or
Reschedule with Selection Valuesin the “Parameter sReschedule’ column for the desired report
instance.

; Enterprise Reporting - History - Microsoft Internet Explorer

=101 x|
B

History
F Refresh | X Cancel

Allotment Expenditure Status by Program Index

Status: |All Statusesj User: |Sche/:1225 Date: |AII
Instances: 2
[ Delete |[ Pause |[ Resume |[ Clear All |[ Select all |
¥ Instance Time: Run By: Parameteriseschedu]’e Format: Status: Selected:
Sample Recurrlng Repo ; Mo; 2005; 225 ;
Current; * Y #, ;oo1zo, 00121 Crystal
% 3/21/2005 9:59:24 AM sched225 wE R ETIs rl\p rD\red &ﬁd]usted Cash,R.;';Dr_t Paused [

ﬁccr(all), Fund,-‘.&pp opriation; Object
ReScheduIe | ReSchegule with Selection Yalues
Sample Report; Mo Gn0S; 225 ; -Current; *; *;
TR, 001FD,00150; Fp ;R |
[ 3/21/2005 9:54:46 6M  sched225 " gy ; . Jn g;"SDtr‘?c
nnd/appropriation; Object P
ReSchedule | ReSchedule with Selection Yalues

Success -

[

The Schedule screen for Parameters will display. Using the Reschedule option loads this screen faster,
since the pick list values are not being loaded. Change the appropriate parameter values and click on an
Add button to update your selections. Make any other changes in the run-time, destination or format

selection screens and click Schedule to schedule a new report.
LI

Schedule

@ Schedule | X Cancel | ? Help

Allotment Expenditure Status by Program Index

Customize your options: | Parameters =

Personal Title:

Hew value: ISamp\e Report Add

Current value: Sample Report

Show parms on every page:

Mew value: IE[ Add I o

Current value: No

Biennium:
Hew value: 2005 [Default values: =] Add |
Current value: 2005

Agency:
Hew walue:  [245 [Default values: =] _Add
Current value: 245

Fiscal Month:
Wew walue:  [corrent [Default values: x| Addl
Current value: -Current

Fund:

New value: [ [Default values: =l A_ddl

Current value: *

Appropriation:

Wew walue: [« [Default values: = ﬂl

Current value: *

Appropriation Index: =
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Scheduling Download and Extract Reports

The reports in the Account Codes, Downloads/Extracts, and Financial Toolbox Download (DSHS only
category) folders are designed to be runin Excel format. As mentioned previously on page 39, each
report will have the default format set to Microsoft Excel (Data Only), with the appropriate settings, to
produce the optimum output.

When working with the Download/Extract reports, be sure you have your Internet Explorer options set
correctly so it will provide adownload dialog box. This alows you to either view the spreadsheet by
opening an application or saving it to afile. To configure you workstation to invoke the download dialog
box, complete the following steps.

1. Start Windows Explorer

2. Select Folder Options from the T ools menu.

[EX C-'.Documents and Settings

File Edit Wiew Favorie: Help

{=Back ~ = - | @53 Map Mettork Drive. ..
Disconnedt Metwork Drive. ..

Synchronige. ..

< ey | B

Address I[:l C:\,Document* and £

Folders Folder Options. . I Size I Tvpe | Modified I
Deskkap == ator File: Folder 6/1f2001 11:31 AM
: @ My Dacuments ‘élletaq File: Folder 4118/2003 12:28 PM
-4 My Computer L0 Al Users File: Folder 9232004 3134 FM
1= Local Disk ()] dearle File: Folder 2/12/2003 1:50 PM
®-C] @FrIP __| Default User File Folder &/172001 11:30 AM
-0 Altiris [Aosu File Folder 9/11/2003 11:22 AM
B0 comMpag [Ddsuz File: Folder 8/18/2003 5:25 AM
D Cpgapps [ esther File Foldar 62042003 12:05 M
-2 dmi ([ qlatias File Faolder 6452003 7:28 AM
B | Documents and Settings [djanec File: Folder 1/15/2003 10:17 AM
B3 EPOAgent Cdron File Folder 3/25/2003 2:30 PM
m-27 1386 [ sanchis File Folder 6/4§2003 7:37 AM
77 thaet

3. The Folder Options window will display. Click on the File Typestab.
Folder Options 2x|

—

General | \.fieffline Files I

Active Dezktop
{~ Enable Wehb content an my desktop
& lse Windows classic deskion

—web View
% " Enable Web content in folders

% Use Windows classic folders

r Browse Folders
E &' Open each folder in the same window
¢~ Open each folder in itz own window

r Click itemsz as follows
ﬁ " Single-click ta open an item [point ta select]
% Underline icon tiles consistent with my browser
) Wnderine icon fitles only when | point &t them
* Daouble-click to open an item [single-click to select]

Bestore Defaults |
0k I Cancel | Lpply |
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4. Highlight the XL S Microsoft Excel Worksheet file extension in the Register ed file types drop-

down list.

General | View  Fiile Types | Offiine Files |

Registered file L'.-'DE'SZ
| Extensions | File Topes |J

<m Microzoft Excel @
XLSH... Microzoft Excel HTML Document
XLT Microzoft Excel Template
XLTH... Microzoft Excel HTML Template
KL"-.-" Microzoft Excel VEBA Module

3

EXL'W’ Microzoft Excel Workspace —
[<@ %hd | ShAL Thae et =l
Hew | Delete |

— Detailz for 323 extenzion

Dpenz with: Conferencing Ukility Dl Change. .. |

Filez with extenzion "323" are of type 'H.323 Internet T elephony’.
To change zettings that affect all 'H. 323 Intermet Telephony' files,

click Advanced.
@\d )
/
/ Ok I Cancel | Spply |

5. Click the Advanced button. The Edit File Type dialog box displayed below appears.

@ Microsaft Excel Waorksheet

i

Change Icom...

Actions:

e e
Open

Print Edit...
Printka

Remove

Set Defaulk

it

¥ Confirm open after download

Blways shiow extension

-
[ Wse in same window
(0] 4 I Cancel

6. Select Confirm open after download check box and then click OK.
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7. TheFolder Optionsdialog box appears. Click Close and then close Windows Explorer by clicking
on the“X” in the upper right-hand corner.

Folder Options ed |

General | iew  File Types | Offiine File |

Registered file types:

E stensions | File Tppes I |ﬂ
WM Microsoft Excel 4.0 Mac
@XLS Microsoft Excel \Worksheet
XLSH... Microzoft Excel HTML Document
><LT Microzoft Excel Templape
KLTH... Microzoft Excel HTML Template

TV Microsoft Excel VBA Madule —1
- R Y] hdimrmenft Eumal Wforl g ane j

Hew | Delete

— Detailz for =15 extenzion

Opens with: Microzoft Epcel for Window:  Change... |

Filez with extenzion =L5" are of Jupe 'Microzoft Excel Wiorkzheet',
To change zettings that affect all ‘Microzoft Excel Worksheet' files,
click Advanced.

anse | Earzel Spply
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Viewing Reports

This section provides you with instructions about the Crystal report viewers (including the Crystal Offline
Viewer for the Select Expert function available in the Seagate Info 7.5 ActiveX Viewer) and how to view
reports from them. Viewing reportsin CE10 is accessed via a separate screen called the “History” Page.
A new search feature is available on the History Page allowing users to view another users' reports.

Users may also delete, pause or resume multiple reports at the same time on the History Page.

L ooking at the Report History
Crystal Enterprise saves a history of report instances for scheduled reports that have been run. The history
list is arranged chronologically (with the most recent instances first) and contains information such as:

»= |nstance Time

= RunBy

=  Parameters
=  [Format

= Status

The Instance Time for a successful instance becomes a hyperlink to that instance. Y ou can view the
instance by clicking the hyperlink. NOTE: For most agencies, instances are retained 40 days from the
current date. Instances older than 40 days will be automatically deleted. A few agencies have different
retention rules.

TIP: Sort instances chronologically by clicking the "Instance Time" column heading. Click the column
again to reverse the sort order. Y ou may a so sort the instances by owner if you are viewing other users
reports (alphabetically and reverse-al phabetically) by clicking the "Run By" column heading.

Viewing a Report's History or_Instances
1.  Goto the specific report object (e.g. Account Code Titles).
2.  Click Histary.

=10l

| Peo |inks

= Organize | 8 Preferences | & Logoff | 2 Help il

-] Enterprise Reporting - Microsoft Internet Explorer

File Edit “iew Favorites Tools  Help

&Back ~ = - @) ot | @ search @{avoritas pmedia ®| B St

Address I@ http:/freporting, ofm,wa,gov/available . csp

search: [ | kY
& Home
{3 Favorites

Account: sched105

Folders

Mo folders Account Code Titles ‘
Schedule | Schedule with Selection WYalues | Histary
Total Instances: 111 - User Instances: 3

[

&] Done l_ l_ l_ |Q Internet
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The History page appears.

; Enterprise Reporting - History - Microsoft Internekt Explorer - |EI|£|
History
# Refresh | ¥ Cancel
Account Code Titles
Status: |AII Statusesj User: |sched105 Date: |AII Go!

Instances: 3

[ Delete || Pause || Resume || Clear All |[ Select All |
¥ Instance Time: Run By: Parameters fReschedule: Format: Status: Selected:
E}) 12/30/2004 2:54:08 Test Double Logon; 2005; 105 ; Agency Microsoft
=] k sched103 RFeschedule | ReSchedule with Selection Values Excel Success r
@ 12/30/2004 2:9329 Test Double Logon; 2005; 105 ; Agency Microsoft ’
=] 3‘\ sched103 RFeschedule | ReSchedule with Selection Values Excel Failed r
@) 12/22/2004 9:28:38 Sample; 2005; 105 ; Agency Adobe
A \{chedlDS ReSchedule | ReSchedule with Selection Values Acrobat Success r

3. Movethe mouse over the | nénce Time of asuccessful instance. The instance link changes color.

4. Click thelink(s) under the Instance Time column to view the report instance. It will open the report
in aCrystal report viewer that you have set in the Crystal Report Preferences.

NOTE: The color feature is available only when you use Microsoft's Internet Explorer as your browser.
Y ou can see detailed status information for recurring and failed instances by clicking the link(s) under the
Status column.

The Default Crystal Report Viewers
The default Crystal report viewers allow you to view reports, navigate through multiple pages, print and
export al or selected pages of the reports.

The online Crystal report viewers available on this application are; ActiveX, Java, DHTML and
Advanced DHTML.

ActiveX Viewer
The ActiveX viewer isfor Microsoft Internet Explorer versions that support ActiveX controls. Thiswill
require the viewer control to be installed to your workstation.

DHTML Viewer
The DHTML viewer isazero-client viewer for browsers that support Dynamic HTML. It does not require
anything downloaded to your workstation.

Advanced DHTML Viewer
In addition to providing all of the features found in the DHTML viewer, the Advanced DHTML viewer is
azero-client viewer that provides an Advanced Search Wizard.
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Java Viewer
This viewer is designed for web browsers that support the Java Virtual Machine. Thiswill also require a
download to your workstation.

Y ou can also view your reports when not connected to Crystal Enterprise by using the Crystal Offline
Viewer. Thisviewer also contains the “Select Expert” feature that is no longer available through the
online Crystal Viewers listed above. It also contains other new functions such as Sort Order and Top N
Expert.

NOTE: The Crystal Offline Viewer will require a download to your workstation. If you don’t have
administrative rights to download the viewer to your workstation, please contact your IT Administrator.
This Viewer is not supported on Windows 98 or lower operating systems.

At this point, your default viewer has been set asDHTML sinceit best suits the customers' general
needs. Y ou can al'so manually select another viewer type through the Preferences page. However, we will
only provide support for DHTML if there are any technical issues. For more information, see Crystal
Report Preferences Section on page 11.

DHTML Viewer (Default Viewer)
The DHTML viewer is accessed using aweb browser that supports Dynamic HTML. Y ou can view your
reports, refresh them, and export them in avariety of formats.

; Crystal Reports Yiewer - Microsoft Inl®: Qlﬁ'gl gl@l =:__.f--

- = Dol
Eﬁ @ <2 & [Manreport =] [ < 141+ [ B0 =1 | % [1oow =] —
* 1 H -
i 17By Orgj”'zat'm Inde Bond Retirement and Tntere
H-o—
2By Fur.ﬁ f.&ppru:uprla.tlc AHotmernt Expenditure BTD by Agency/ Orgarni
F-3-By Object/Sub Objec
Report Numher: FT-AEBO3
Biennium: 2005 As of Fiscal Month:  Dec FV2
Allotment Content: Approved & Adjusted Expenditure Content: Cash, Accr{all}
[ For a complete listing of all ot parameter Tahies, pleace see the Jact o
BTD BTD
Allotment Dishursement
By Organization Index
- Mot Specified 1,358 926 466 1,328 37312016
Total for Agency 1,338,926, 466 132837312016
By Organization Index
By Fund/Appropriation oo
001 - Gerneral Fund
011 - General Fund Subject to Diebt Limit Fy04 655,286,000 655,226,000.00
012 - General Fund Subject to Diebt Limit Fy05 250,465,151 220313 260 24
1L1 - Gf Feirabursable -F¥ 04 26,304,000 26,105,393 26
1L2 - Gf Feirabursable -F¥ 05 13,200.253 12,994 63010
3L1 - Bond Sale Expenses-Fy(4 Gf 526,000 312,566 20
3L2 - Bond Sale Expenses-Fy5 Gf 262,008 162,138 .33 {
001 - Greneral Fund 046 233,402 024774507 73
01L - Higher Education Construction Acct
1T0O - Bond Sale Expenses-011 35,000 11.211.78 _lLI
. T R U el .

|
st | @ @ B 5 || B B @ =1 &1 2] 1 &1 ex[er (FS GO BPIFEDA 11

In addition to the functions provided on the browser's standard toolbar, the DHTML viewer has extra
functions on its custom tool bar:
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Toggle Group Tree

Click Toggle Group Treeto show or hide the report's group tree. When the Group Treeis displayed, you
can use it to navigate through your report's data.

NOTE: Unlikethe ActiveX Viewer, the Toggle Group Treein DHTML Viewer windowpane cannot be
resized. Also, the Group Tree can be expanded for only group at atime. E.g., if areport is grouped by
Program Index (Pl) and Sub Object and three program index codes are displayed on the report, you can
only see the expanded tree structure for one Pl at atime.

Export Report
Allows users to export reports to various formats. See Exporting Reports Section on page 64 for more
details.

Refresh Page

Click Refresh to obtain the most up-to-date report data from the report's existing schedule parameters.

Y ou need to have the proper rights to run this report and the report must contain the necessary data source
information before you can refresh the report.

NOTE: Thisfunctionis currently turned off for further evaluation. A large report could cause usersto
wait on this screen for along time. After the data has been refreshed and the viewer is closed, there will
be no report instance generated on the History Page for the refreshed report.

Print Report
Allow usersto print reports from the Crystal Report Viewer. See Printing Reports Section on page 61 for
more details.

Drill down

Y ou can drill down on report data to show the data beneath charts and summarized groups. This function
may not be applicable for all reports. If areport contains various sections, you may double click on a
report section and it will create that section as a drill-down view or sub report on a separate window. The
drop down box next to the Print icon will have that section appearing under the main report.

Scroll through pages
Use the scroll bars or First Page/Previous Page to move through the pages of areport. Go to First Page
and Go to L ast Page options are also available.

Search for Text

Click Find to launch the Search dialog box. Y ou can type the search criteriayou want to find in the
report. NOTE: Thisfunction is currently not 100% working. The text search does not get highlighted on
the first page and not all instances of search string are highlighted. | ssue has been reported to software
vendor for research and resolution.

Zoom
Select a magnification factor from the drop-down list to zoom in or out on areport.

NOTE: The Freeze Pane function isonly available in the ActiveX Viewer and not in the DHTML
Viewer.

Crystal Offline Viewer

The Crystal Offline Viewer isareport viewer installed locally on your computer. Y ou can use this viewer
to look at Crystal reports you've downloaded without being connected to Crystal Enterprise.

Using the Crystal Offline Viewer, you can:
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Print or export your report

Select the data you want to view (See Using Select Expert in Crystal Offline Viewer Instructions
on page 56 for more details)

Drill down for more detail in the report

Sort the datain the report you want to view (See Using Sort Order in Crystal Offline Viewer
Instructions on page 58 for more details)

View multiple reports

The Crystal Offline Viewer functions similarly to Crystal Reports. For information on the tasks you can
perform with the Crystal Offline Viewer (selecting records, sorting records, graphing, choosing Top N
values, and so on), access the online help from the Crystal Offline Viewer Help menu.

NOTE: The Crystal Offline Viewer is not supported on Windows NT, Windows 98 or lower operating
systems.

Working with the Crystal Offline Viewer

In order to use the Crystal Offline Viewer, it needsto be installed to the user’ sworkstation. Onceitis
installed, it resides locally as a client-side viewer.

Link to download the Crystal Offline Viewer can be found on the Enterprise Reporting Logon Screen
under the Reference Link.

H-2-R A DEE P BH-SHE CEEEE
Welcome to Washington State's H/gririse Reporiing
t's Mew? Heip Desk: (360) 664-7797 Contact Support
LisWr's Guide PMew User
Reforonces Privacy MNotice

Home of the FASTEALN Financial Reports
Additional system messages or

Impeortant Announcements
can go here.

Usar Hams

Fassword: |

Authantication: [Em erprise ;I

Log On

Supported by the Sffice of Finendal Manadement, AoUnting Division. statewide Finandal Systams

Installing the Crystal Offline Viewer

Click on the References Link from the above Logon Screen and click on the Download the Crystal
Offline Viewer link.

Emterprise Reporting  -.........

State of Washington - Office of Financial Management

Back to FASTRACE Logon Screen

Help |_|neF'hon9f383;|33£_??g1 B A

Financial Reports (FAST CK) =

CELD Quick Reference Guide

Crystal Offline Viewer Dovwnload
The Crystal Offfine Wiewer is a downloadablzapplication that can be used to wew reports when you're not comnected to
Crystal Enterprize

Dowmnload the Crystal Ofline Wiewer,
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The following File Download Dialog Box appears. Click Save.

Some files can harm vour computer. IF the file information below
looks suzpicious, or you do not fully trust the source, do not open ar
zave this file.

File name: cwwsetup exe

File type:  Application

Fromm: reporting. ofr. wa. gov

& Thiz twpe of file could harm vour computer if it contains
maliciouz code.

Wwould vou like to open the file or zave it to your computer’?

| Save I

¥ | Always ask before opening this epe of file

Open Cancel e [nfo

The following dialog box appears. Choose where you want to save the Crystal Offline Viewer Setup
program (cvwsetup.exe) then click Save.

2%
Save i IE Dazkiop ﬂ = 5 ljF -
My Documents Bl microsoft Excel BishTs
2L My Carrputer Mi:rus-:nft FronidPage 18] “Windowss Exple
B8 My Netwaork Flaces Microsoft PoverPoint Flwanzip
I ndobe Resder 6.0 #] Micrasaft Visio
3 Iricervidzo WinDuD Ll microsoft visual Sourcesafe 6.0
L3 JReaione Player Microsoft Ward
¥ snag 7 i netMestng
JovsEstup, gne A ofmensEn
S PRRTETEE | E Enterprise Manager Eﬁtk List Mantainer
EI Ee Exaoutve Manikoring ﬂQuer\I.l Analyzer
= 5% Java Wb Start Wil cyvezazro secwe
My Cormputes
i | i
] File name: [ rvrsciip [l Save |
Iy Metwek P
Save a3 ype: I,ﬁppin;d;iun j Cancel L

After the download is complete. Click Open. You may also close this dialog box and go to the
cvwsetup.exe file and double click on thefile.

Download complebe = |I:II_EI
@l Downiosd Campletes
Saved:

cywsetup ke from mepoting ofm. ws gov

Dicesaioadexd:
Droveardioad hao
Trarsfer rabe:

[T Close thiz dialog box when dowsricad compleies

27.BME in 2 sec
CohDrociurnants snd Sall.. ot poass

13.9MB Sec

Dlpn

| openFoder |[[ Close |
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The Wise Installation Wizard appears. Then the following Crystal Offline Viewer Setup Screen will
launch. If you receive a security warning, click Yesto continue the installation.

{i& Crystal Dffline Yiewer (English) Setup

=100 ]

‘Welcome to the Crystal Offline Yiewer
(Emglish) Installation Wizard

Tt iz strangly recommended that you exit al
Windaws pragrams befare runring this Setup
Pragram.

Click Cancel to quit Setup and chse any
programs you have running. Chek Mesk o
continue with the Setup program .

WARMING: This proaram is probecked by
copyraght les and international breaties,

Unauthorzed reprodudion or distribution of this
progran, ar any porban of ik, may resuk in
savere owl and oriminal penzlties, and wil be
prosecuted ta the masinmum extent possible under
Lawe,

Click Next then choose “1 accept the License Agreement” from the following dialog box. Then follow

the instructions on your screen accepting the default values when possible.

(& Crystal Offline Yiesser (English) Setup =10 x|

, License Agreement a,l-.

| Yau st agres with the license dsplayed belaw to proceed lﬁ

| LMP CRYSTAL ENTERPRISE 10 LICEMSE AGREEMENT H
ORTANT-READ CAREFULLY THIS [S & LEGAL AGREEMENT BETWEEN

| V0T AND BEUZINESE OBJECTE FOR THE EUSINESE OBJECTE 30FTWARE

PRODUCT IDENTIFIED ABOVE AND ADD-ONE DESCRIBED HEREIH, WHICH
AV INCLUDE COMPUTER SOFT'WARE, AZS0CIATED MEDLA, PRINTED

i [MATERIALES AHD ONLINE OR ELECTRONIC DOCURMENTATION (" 20FTWARE™).

CRE CONTIMUING WITH THE IMGTALLATION OF THE S0FTWARE, YOU
UST READ, ACKNOWLEDGE AND ACCEPT THE TERMS AND COMDITIONS OF
THE S0FTWARE LICENZE AGREEMENT THAT FOLLOWS (* AGREEMENT™ ), IF
YO D0 MOT ACCEPT THE TERMSE AND COMDITIONS OF THE AGREEMENT,

| |YOU MAY RETURM, SWITHIM THIRETY (30 DAYS OF PURCHASE, THE SOFTWARE

TO THE FLACE YOU OBTAIRED IT FOR A FULL REFUND |

+ 1 accept the License Agreement]

I domat accept the Licarss Agreanmant

<pack || mem conced |

When the installation is done, click Finish.
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Exporting a Report to View with Crystal Offline Viewer

Before areport can be viewed using the Crystal Offline Viewer, the report must first be exported from
CE10to a“Crystal Report” format. View the report you wish from the regular default viewer and click

on the Export icon.

4 Crystal Reports Viewer - Microsoft Internet Explorer — =] =]
2% & [Mainreport | [ <] 1s1+ [ [ | =27 | i oo o] s
- Information Se OFEM Office of Firancial Marnagem
- Statewide Acc FExpenditire Activity By Program Index arn
- Swis- Mo Syst )
- Bass Report Mumber: FT-E&03
~ Swfs— TMS Cle Biennium: 2005 Fiscal Months: Dec F¥2 Through:
Program Index: 00030 - Inforraation Services
Ohject: & - Salaries and Wages
FM DocDaie  Cur Doc No Ref Doc No BT TC Fd AI 80 S8S0O o1 F
051z | 200412 10 PR-024 0 740 419 |oss  |aa 3000
051z | 200412 10 PR-024 PR-024 0 236 419 |oss  |aa 3000
051z | 200412 10 PR-024 0 740 419 |ogs  |AC 3000
051z | 200412 10 PR-024 PR-024 0 236 419 |ogs  |AC 3000
Ohbject A4 - Salavies and Wages Totals:
Object: B - Employee Benefits
FM DocDaie  Cur Doc No Ref Doc No BT TC Fd AI 80 S8S0O o1 3
051z | 200412 10 PR-024 0 740 419 |oss B 3000
051z | 200412 10 PR-024 PR-024 0 236 419 |oss B 3000
051z | 200412 10 PR-024 0 740 419 |0ss  |EE 3000
051z | 200412 10 PR-024 PR-024 0 236 419 |0ss  |EE 3000
0512 | 2004 12 10 TR-024 0 740 419 |ose  |EC 3000
051% | 2004 12 10 | PR-024 | PR-024 | 0 | 236 | 419 |098 |B [ | | 3000 | =
| | _’l—l

gastart”J o &

The following Export Dialog Box will appear. Choose the “
click OK.

|J @Enterprise Reparting - Mic,, I @Enterprise Reporting - His. . ."@Erystal Reports Yiewe... |5$ W @

1:41 PM

Crystal Report (RPT)” format and “All”, then

/3 Export the Report - Microsoft Internet Explorer =131 x|
Elle Edit Wiew Favorites Tools Help ﬁ

Export Options
Please select an Export format fram the list.
Crystal Reports (RPT)
Enter the Hacrabat Farmat (PDF) to Export.
& Al MS Ward
M3 Excel 97-2000
ol M3 Excel 97-2000 (Data only)
Pages Rich Text Format
Fram: |1 Ta |t
Ok |
‘@ Done ,7’7’7 & Internet v
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The File Download screen will appear. Click Save then choose a file name and where you want to save
the report.

“} Crystal Reports YViewer - Microsoft Internet Explorer & x|
: - o
Eﬁ @ = & [wanreport =] [ < 271+ | b | 571 | Y S e e =
®-00030 - Information Se OEM Qffice of Financial Muanagem
00050 - Statewide Acc Expenditure Activity By Program Index an
H-00110 - Swfs- Mo Syst ™
H-00140 - Bass Repori Number: FT-E&03
Bienninm- i 5 Ficcal Monihs: Dec Fv2  Through:
+ - -
e i< Dovnioad k|
Prog
Qi @ Some files can harm your computer. If the file information below
looks suzpicious, ar you do nat fully trust the source, do not open aor
zave this file. AT 50 S80 o1 F
File name: Crystabfiewer.rpt i e =000
File type: 093 (A4 3000
From: reporting. ofm. wa, gowv 098 |AC 3000
nag AL 000

Ol

whould wou like to open the file or save it ta your computer? .

0l
Open | Save I Cancel | More Info |
AT 50 S50 o1 F

[V Always azk befare apening this bpe of file

ooe |EA 3000

0518 | 2004 1210 | PRO4 | PRO4 | 0 | 236 | 419 |ooe |Ea 3000

0518 [zo041210 | PReD24 o |70 |419 |oss  |EE 3000

0515 [20041210 | PRO24 PRO4 0 |26 |419 |es  [EE 2000

0518 [20041210 | PR3+ P0 740|419 |oss  [BC 3000

0518 | 2004 1210 | PROM4 | PROM4 | 0 | 136 | a9 fose [BC 3000 -
| | _’l—l
EQStart”J :m 3 |J @Enterprise | @Enterprise I @Crystal Rep...l Documentl | |5gw @ 1:42 PM

When the download is complete, close the Download Dialog Box.

Viewing Reportswith Crystal Offline Viewer
Toview aCrystal Report (.RPT format), right click on the report you saved above and choose Open with
Crystal Offline Viewer.

Open with Crystal Offline Wiewer
Cpen Wih 3

10 Scan for viruses...

Send To

Craate Shortout
Dekite:
L

Proparties
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The Crystal Offline Viewer will launch, asillustrated below.

E Crystal Offline Viewer | (O ) | L2 6 | | | | (= B | B | 21| (2| (= L= 12 | = | €| | = =
&% File Edit Yiew Report Window Help =18 x|
| G & #|0 o &8 W Moz <]z= w2
Frevion | 1041942004 15:03 > |4 1af 1+ P M E
=- E:rcpenditure Ak D R N - A B Y- B AR
[ MNone
PHa
. Report Numher: FT-EXF07
) Bienmium: 2005 Fisc
-
Da FM PFProcDie CurDocNo RefDoc No BT B# TC Fd AI PI S
Db " 05l 2004 1004 DV EET Qs |75l 260 ool | olz aoozg  |TA
Db _ 05l 2004 1004 0a024er Q3 |75l 260 ool | olz aoogl [E
Db - 0516 2004 1004 0a024er Qs |75l 260 ool | olz ooozl  |E.
Db - 0516 2004 1004 0a024er Qs |75l 260 ool | olz oozl T
Db N 0516 2004 1004 10 5TW 266 05 569 345 ool | o1z onogs T
Db - 0516 2004 1004 10 5TW 266 05 560 345 ool | o1z oooz4 T
Db - 0516 2004 1004 10 572 66 05 369 345 ool | o1z on21s T
Db - 0516 2004 1004 10 572 66 05 369 346 ool | o1z ooosl T
Db - 0516 2004 1005 1050 T340 04 150 265 ool | o1z ooozl  |El
Db " 05l 2004 1005 10501240 04 150 65 ool | olz oooz4  |E.
Db m 05l 2004 1005 10 5T% 267 2l6076T wrco (E70 451 ool | olz aoozl  |E
Db - 05l 2004 1005 10 5TW 267 SlG0TET WwIC (370 451 ool | olz ooozl  |E
Db - 0516 2004 1005 PE-016 = 261 T4O ool | olz aooly A
Db - 0516 2004 1005 PE-016 = 261 T4O ool | olz aooly B,
Db - 0516 2004 1005 PR-016 PO 261 T40 ool | o1z aoolo  |E]
Db - 0516 2004 1005 PR-016 i 261 T40 onl (012 aoolo Bl
o
rik 0516 2004 1005 PR-016 B0 261 T40 ool 1012 onoln (BT
D o 1| | 3
For Help, press F1 [Recards: 196 [ [100%%

[
dhstart || [ @ [0 % | B[ O] o ] &) =) i [ @SOS @EIPEPAM  usnm

—

Using Select Expert in Crystal Offline Viewer

Select Expert isonly availablein the Crystal Offline Viewer. The function is similar to what was
available in the Seagate Info 7.5 ActiveX Viewer. To select a specific group of records from an origina
report:

1. Click the Select Expert button E on the Crystal Offline Viewer toolbar.
The Choose Fields dialog box opens, listing report and database fieldsin a pull-down list.

2. Click onthereport or database field that you want your record selection to be based on and click OK,
or if you want to see sample data from the database for that field, click Browse.

NOTE: Field names that end with “ selected” are those fields you selected from the Schedul e Parameter
screen and appear in the header of your report. Choosing these fieldsin the Select Expert will result in
ablank report. You can ensure successful searches by selecting fields that are equivalent to the column
headingsin your report.

3. Onceyou are satisfied with the field you want to use for record selection, select it and click OK.
The Select Expert will appear with a tab for that field.
Once you have chosen afield to select on, you will see aninitial pull-down list with the default is any

value. Scrolling the list will revea all the comparisons you can use to select records. You will use this
list to choose the comparison operation you want to use for your record selection.
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Atable at the end of this section explains the different comparison operators that may appear in this
list.

4. Select acomparison operator from theinitia pull-down list.
A second pull-down list (varied based on the type of field you have chosen for record selection) will
appear.
If you have chosen a comparison operator that only compares to one item, (such as equal to, lessthan,
or greater than), a second pull-down list will appear. If you have chosen an operator that can compare
to multiple items (such asis one of, startswith, or islike), the second pull-down list will appear along
with amultiple-item box that will allow you to choose more than one code. Add and remove items
from the multiple-item box by clicking the Add and Del buttons that appear next to the box.

NOTE: Viewing each page of your report prior to using the Select Expert populates this pull-down
list. If you have not viewed all the pages and the list isincomplete, you may typein your choice free
form.

A “No Data Returned” response may be received when using the equal comparison operator in
conjunction with an unusually long vendor name from the pull-down list. This occurs when the width
of the vendor name field within FASTRACK is not wide enough to display the same value contained in
the stored procedures of the report. If this situation occurs, try using the starts with comparison
operator instead of equal. Key in the first few characters of the vendor name in the pull-down box and
click the OK button. Data should now be returned for the vendor. If more than one vendor starts with
the same characters, al possible vendors will be returned.

5. Select areport value from the second pull-down list. The Select Expert does not limit you to
comparing just one field. You may create as many tabs and comparisons as you need by clicking on the
<new> tab above the pull-down lists and then repeating steps 3 through 6 until you have completed the
compound selection of coding you wish to filter by.

6. Onceyou are satisfied with your selection(s), click OK.

Your report with a subset of data based on your selected search criteria is displayed.

7. Togo back to your original report, simply reopen the Select Expert and change the comparison
operator field to isany value, and then click OK. Thiswill reverse the selection criteriayou have
chosen and redisplay your original report.

NOTE: When using the Select Expert to run a sub report with specific criteria, each subsequent subset
created will go against the latest sub report data and not the original report.

The beginning and ending balances do not change for the report with a subset of data. Y our report will
till reflect the balances of the original report. However, the period activity total will be adjusted based on
the criteria from the Select Expert. If the report is required to reflect specific criteriafor all the beginning
and ending balances, the report must be re-run.

Select Expert x|

cr. zubobject | cMews |
MHew. .. |

Delete |

Browse... |

k. I Cancel Help Show Formula > |
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Select Expert Comparison Operators

Operator Description

Any Value Thisisthe same as having no selection criteriaat all. |s Any Value meansit doesn't matter
what isin the field—all records will be included in the report.

Equal To The field must be exactly equal to what you specify.

One Of Y ou can specify more than one item to compare to by adding multiple comparison itemsto a
list. If the field is exactly equal to any of them, the record will be included.

Less Than Thefield must be less than the item you are comparing to. If you are comparing numbers, the

field must be smaller numerically. If you are comparing dates, the field must be an earlier date.
If you are comparing strings, the field must be lower in the al phabet.

Greater Than The field must be greater than the item you are comparing to. If you are comparing numbers,

the field must be larger numerically. If you are comparing dates, the field must be a later date.
If you are comparing strings, the field must be higher in the al phabet.

Between Allows you to select two items to create a comparison range. The field must be between, or

equal to, the two items. The same type of comparison is used as with less than and greater than:
numbers compare numerically, dates compare chronologically, and strings compare
alphabeticaly.

Starts With Allows you to specify "leading” characters to compare to. If the first charactersin the field

Like

equal the specified characters, the record will be returned.

Y ou can look for partial text matches using wildcard characters to search for records that
contain particular characters or groups of characters. When you specify your comparisons, you
can use a question mark to indicate that one character in the field at that position can contain
anything. Y ou can use an asterisk to indicate that the rest of the field from that point on can
contain anything.

Using Sort Order in Crystal Offline Viewer

Sort Order is afeature available with Crystal Offline Viewer. It allows usersto sort data within each
column on the report. To sort a specific field:

1

Ay
Click the Sort Order button % on the Crystal Offline Viewer toolbar.
The Record Sort Expert dialog box opens, listing the Available and Sort Fields.

Under the Available Fields list, scroll down and find the report field to be sorted and use the right
arrow > key to move the field name over to the Sort Fields. The selected field will be added to the Sort
Fields List.

NOTE: Field names that end with “ selected” are those fields you selected from the Schedul e Parameter
screen and appear in the header of your report. You only want to choose the field name that does not
end with “selected” and has a column heading in your report to perform the Sort function.

Once you are satisfied with the field you want to sort, specify the Sort Direction for thisfield, either
Ascending or Descending order, then click OK.

If sorting by more than one field, select the second field you want the data to be sorted by and add it to
the Sort Fieldslist.

Tip: Theorder of thefieldslisted in the Sort Fields box is the order by which datais sorted.

Asyou add each field to the Sort Fields list, specify the Sort Direction.
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6. Click OK. Records are sorted based on the valuesin the_Sort Fieldslist.

¥ Record Sort Expert

Anailable Fields:

----- 0= oramount

----- = cr.agency_title

----- E= r. bignnium

----- = ortranzactions_through
----- =1 Cpsugel_name

----- = or.zubobject

[
|

Sort Fields:

‘= Group #3 cr.goup_3 -
Group #4: cr.group_4 -
Group 85 cr.group_ 5 -
Group #E: cr.group B -
= Group #7: cr.gioup_7 -
'S Group #5 cr.goup 8 -
=1 4, - orvendor_name

0] o] [oc] [oc)

L] 4

rrrrrr- -
K I

— Sort Direction;
i Azcending
" Descending

----- = o zubzubobject

----- = cr.object_selected -
[ TSRS E—— P R |
.| [ 3

o]

Cancel Help

Sear ching a Report Instance

The new Search functionality in the History Page allows users to filter report instances by Status, User ID
and Date. You may choose a value from the drop down box or enter avalue in the free-form box then
click “Go” or press “Enter” to see the desired report instances.

The History Page contains three filters for searching the report instances. It will default to the User’s own
report instances with All Statuses and All Dates when the user goesto the initial History Page.

o The Statusfilter isadrop down box containing all the possible statuses of a report instance such
as Success, Failed, Paused, Pending, Recurring, Running, and All Statuses. The Status value will
be defaulted to “ All Statuses” when the user goesto aHistory Page. The user may choose a
different status from the drop down box to limit the report instances to that specific status.

e TheUser filter isafree-form box enabling usersto enter a particular User ID under the “Run By”
column. The value will be defaulted to the User ID who logs into the system. The User ID can be
entered as an exact value or a partial value. If the user enters the exact value, the system will
return al the report instances faster than a partial value. A “*” may be used for a partial search in
front, after or both of the values entered in the User box. For example, to filter al reports for
Agency 105, enter “*105” in the User Box and press Enter. If “All” or blank is entered in the
User box, the system will return all report instances run by all usersfor the “Status’ and “ Date”
filters that were entered.

o The Datefilter isafree-form box enabling users to enter a specific month/date/year
(MM/DD/YYYY) to get alist of al the report instances for the specified date, “ Status” and
“User” filtersentered. The complete MM/DD/YYY'Y format isrequired. No partial date value
will be accepted. The value will be defaulted to “All” for al reports run for the user logged into
the system. The Date filter also allows the user to enter arange of dates on lower to upper
boundaries (e.g. MM/DD/YYYY-MM/DD/YYYY). If auser enters All-MM/DD/YYYY, the
lower boundary will be the earliest beginning date. If auser enters MM/DD/YYYY-All, the
upper boundary will be the latest ending date. Vaid Date values are

> All
> MM/DD/YYYY
> MM/DD/YYYY-MM/DD/YYYY
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> All-MM/DD/YYYY
> MM/DD/YYYY-AI
> Please do not enter spaces between characters.

Note: If auser enters an invalid date format, an error message will display. E.g, Entering
1/8/2005 will result in an error message. Y ou must enter the date as 01/08/2005.

Deleting, Pausing and Resuming Report I nstance(s)

With CE10, you may delete, pause or resume more than one report at atime. Use the Delete, Pause, and
Resume buttonsin the History page to delete a Success, Pending, Running, Failed report instance, to
pause a Recurring report, or to resume a Paused report instance. Choose a report instance or a group of
report instances from the " Selected” column and click the Delete, Pause, or Resume button.
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Printing Reports

For the DHTML viewer, two options for printing reports are available: Active X printing control and
Acrobat Reader printing control, described below. Y ou select the desired option from the Crystal Report
Preferences menu described previously on page 11. To print areport, click on the report’ s Instance Time
to display the report in the viewer.

The ActiveX Printing Control needs to be downloaded in your workstation to print areport. If the
customers don’t have the administrative rights to compl ete the download, please consult with your
Agency Information Technology (I1T) Support Staff.

Downloading the ActiveX Printing Control

1. Your IT staff will login to your workstation.

2. You then can login to the Enterprise Reporting CE10 Web Site.

3. Gotothe History Page to view areport that you have scheduled. If thisisyour first timelogging into
CE10 and don’t have any report scheduled yet, you may typein * 105 (the last digit could be your
agency number) in the User Name field on the History Page and press Enter. It will bring up any
reports that other customersrun in your agency. Click the Instance Time of one of the Crystal
Reportsto view it.

4. Click the Print icon to print the report. The following screen will appear.

5. Click Yesto complete the download. A print dialog box will appear for you to proceed with your
printing.

“J Crystal Reports Yiewer - Microsoft Inl= EIEEI ﬁ@l@l Be

8| === 12| =BG | =] 18]

E @ 52 &5 |mainreport =] <] < 11+ | [] =1 | [ P =
E-030 - Information Services E}PM Oﬁce
---DSD - Statewide Accounting Allotment Exp

110 - Statewide Systems

Report Mumhber: FT-&4EF03

Security Warning il D
Do wou want toinstall and run "Crystal Beport Print Y AT
Control” signed on 7/9/2004 4:36 Ak and distributed by
G20, T66
Business Objects Anericas 106454
275 TEL
Publisher authenticity verified by YerSign Class 3 Code 10253000

Signing 2001 Cé

Caution: Business Objects Americas asserts that this
content iz zafe. You should only install/view this content if
wou tust Business Objects Americas to make that
aszertian,

[~ Adways trust content from Business Objects Americas

Tes | Mo I Mare Infio

=
4 | »

ghstart||| ) @ (O < 7| 1| | v | €| B £k |[Ec. [FORSTPAUEG DB rssan
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If the ActiveX printing control has been installed in your computer, the print dialog box illustrated below

will display.
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Click on Print to print the entire report. Y ou may change the page range before printing, if needed.

Adobe Reader Printing Control

The Acrobat Reader printing control provides the ability to print the report from the Adobe Acrobat
application. When the print option is selected from the viewer, the print dialog box illustrated below

displays. Click on OK.
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NOTE: Thedefault is set to print only 1 page. Please remember to changeit to “All” before clicking
OK to advance with the Adobe printing option. Otherwise, your report will only print the first page.
From the preliminary technical analysis, this seems to be arather difficult task to change the default

setting to print all pages.
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The File Download dialog box will display. Click on Open.

File Download x|

Some flez can harm your cormputer. IF the file information below
looks suspicious, ar pou do not fully trust the source, do not open or
zawe this file.

File name: Cryztalfiewer pdf

File type:  Adobe Acrobat Document

Framm: reporting. afm. wa. goy

Would pou like to open the file or save it to your computer?

V¥ | &lwaps ask before apening this type of file

Cancel More Info

The report will open in Adobe Reader, illustrated below. Y ou can then print the report. One advantage of
this print option is reports formatted for legal-size paper will print on |etter-size paper. NOTE: For
better performance, we recommend exporting reports longer than 50 pages to a PDF file and printing it
from Adobe Reader.
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) File Edit View Document Tools Window Help =S|
B e pot ; [ oM I:'“. . ﬁ‘u 1 Create an
E Open E Save a Copy = Print % Email @ Send To Palm ﬁ Search R ;' T Select Texdt ol ﬁ Adobe PDF online
H & AR IR EE
R I o e e e =
»
W -
=
=
E
WM -,
= F Military Department
-] Allamenr Expendinure Stams by Program Index
= (Sample Repord)
o ||| - [N
w Elomie E) APTTONTON S Y Lranrctons ool Doc 1) 204 3570
o
= Pragram edes: E3321 Alment Costont: Appevea & Adfemtnd [N ————
£ .
C
il raprum besdes 21031 Flsames Bl Adba FFVEE
ia
Totad then Allet. Aoty by Maaih (FVT)
, mD o Wy
Alotcivar  AlewhciVe  Asohever — ey Her [ s y . -
@ [ —————
g - e o um um m 1o m 1= 1m 1m L 1| i 1 L
@ vl s 5 o 4% 5 e am usi i wan am i - - e w
- Varimaes: 4t ar 1547 st [ [ ) i
a e
@ - Denend Fird
o - e Sugmbememesd
i o = R ) sk “ e 5 & % 5 &
= AT e % i L 19 i A [ iz i iy 4 o o o
Total to Pragram lndes By FundiApproprision
= w2 2 sz e an wm er an wn e s wn . v
Aral s " L L an a ar e e 21
Varizaes: s aw o P I i a e o 3
o
A - Searis e Vg
oo = 1w s . s « s “ “ “ “
" i s i s
e i ) e s o s
[
g P w wr w wn s s w w o wr
o Lan e s ) 5 & e W .
[Ep—E—
s st 12 a0 = an =0 0 a0 a0
" L Iy : 2 --. & 0 s n o
s e Wiy o (13 a2 1t ) 19 o . ] o ] o
Tl
e 4o s T L s 0 Lo ) 1 1o " o
ey 0 .- i) W amw o
EASTRACK Amsunts eay diffes shighly Trom AFRS repesis due to oening Poge
-
A 14%8.5in 4 L2
e (- — L
14 4 1 of1 bl o @ Lol o

ER CE10 Quick Reference Guide.doc Last Updated 3/23/2005 7:29 AM



Enterprise Reporting 64 of 67
Quick Reference Guide for CE10

Exporting Reports

This section provides instructions on how to export reports to a file format different than the report’s
default format using the DHTML viewer. The CE10 interface provides you with the following file format
export types:

= Crystal Report (.rpt)

»= Adobe Acrobat (.pdf)

= Microsoft Word (.doc)

=  Microsoft Excel 97-2000 (.xIs)

» Microsoft Excel 97-2000 (Data Only)

» Rich Text Format (.rtf)

NOTE: Whenyou export areport to afile format other than the report’ s default format (usualy Crystal
Report), you may lose some or al of the formatting that appearsin the original report. The application
attempts to preserve as much of the formatting as the export format allows.

The export feature now provides the ability to specify which pages to export. Y ou can choose to export
all pages or arange of pages. Please note that the only two formats that don’t have the option to export a
range of pages are Crystal Report and Microsoft Excel 97-2000 (Data Only).

Technical support will be provided for the most commonly used formats: Acrobat PDF and M S Excel
spreadsheet. MS Excel-Data Only is anew format type available in this version. The MS Word and Rich
Text Format types are available for your use, but limited support will be available for them.

NOTE: For better performance, we recommend exporting reports longer than 50 pages to a PDF file and
printing it from Adobe Reader.

The difference between the M S Excel 97-2000 and M S Excel-Data only formats are as follows:

=  MSEXxcel attempts to preserve the look and feel of the original report. It will export the report
with page headers and the report body. However, some data fields may span two or more
columns.

= Animprovement in thisversion for MS Excel is group headers on the second and subsequent
pages will now display.

» The Excel-Data Only format exports the report body, including group headers, detail lines, and
group footers. This facilitates the ability to manipulate report data after exporting.

When exporting reportsin the Allotment Expenditure categories, use the MS Excel format to retain good
format integrity. For reportsin the Expenditure Activity categories, use the MS Excel format if you wish
to retain the original report format with page headers and footersintact. Use the MS Excel-Data Only
format if you need to manipulate the data after exporting.
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To export areport, follow the steps below.

1. Bring up areport in the viewer and click on the Export icon in the upper left corner of the viewer

toolbar.
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2. The Export Report dialog box will display. Select the appropriate format type and page range. Then

click on OK.

File Edit ‘Wiew Favorites Tools  Help

/4 Export the Report - Microsoft Internet Explorer

=10] x|

Expont Options
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3. TheFile Download window illustrated below will display. Click on Save.
x|

lookz suspiciauz, or whu do nat fully trust the source, do not open or
zave thiz file.

@ Some filez can harm dour computer. IF the file infarmation belo

Filz name: Crpstilfiewer, pdf
File type:  Adobk Acrobat Document

From: reporting. ofm. wa. goy

wiould you like to openfthe file or zave it o pour computer?

Dpen |

[V | Slwaps ask before openitg this lype of file

Cancel More Info

4. An Exporting Report dialog box will appear. Navigate to the desired file location and enter afile
name, then click on Save.

savens 2%l
Saven: |3 CE1D [ B o il =

N

File: name: ISampIe Report l/d) Save

Save a3 type: IAdobe Acrobat Document €

P

5. After thefile has been successfully downloaded, the window illustrated below will display. Y ou may
choose Open to open the file immediately, or select Close and open the file in the appropriate

application.
=101

[

== Download Complete

Saved:
Crystalfigwer. pdf fram reporting. ofm. wa. goy

Dowloaded: 102EB in 1 sec
Download bo: C:*Documents an...\Sample Repaort. pdf
Transfer rate: 102 KB/Sec

[ iCloze thiz dialog box when download completes

Open Open Folder | Cloze I
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Logging Off

To log off, return to the Home screen and click on L ogoff in the upper right corner.

3 Enterprise Reporting - Microsoft Internet Explorer

File Edit WYiew Favortes Tools Help

GBack » = - (D 7t | iQhsearch [GFavorites  GfMedia 4 | = =] K
Address I@ http:ffreporting. ofm.wa.govavailable, csp?pageYiew=personalfcurr ID=419%0type=&sorthy=5I_MNAME,SI_ID&dummy=1111426901795 ~— ! j @Go | Links *

= COrganize | @ Preferences | & Logaff | ? Help =

Account: sched105

(3 Favarites
{1 Financial Reparts = £ Allotment Expenditure Status

Folders

Mo folders Allotment Expenditure Status by Activity
Schedule | Schedule with Selection Walues | Histary
Total Instances: 29 - User Instances: 0

(N Wl e | SR Pl Pl el

Allotment Expenditure Status by Agency/Activity
Schedule | Schedule with Selection Walues | Histary
Total Instances: 30 - User Instances: 0

Allotment Expenditure Status by Agency/Organization Index
Schedule | Schedule with Selection Values | History
Total Instances: 75 - User Instances: 0 =

Allotment Expenditure Status by Agency/Program
Schedule | Schedule with Selection walues | History
Total Instances: 226 - User Instances: 1

Allotment Expenditure Status by Agency/Program Index
Schedule | Schedule with Selection Walues | Histary
Total Instances: 340 - User Instances: 0

Allotment Expenditure Status by Agency/Project
Schedule | Schedule with Selection Walues | Histary
Total Instances: 84 - User Instances: 0

Allotment Expenditure Status by Agency/Sub Program
Schedule | Schedule with Selection Walues | Histary
Total Instances: 71 - User Instances: 0

Allotment Expenditure Status by Fund
Schedule | Schedule with Selection Walues | Histary

& [ 8 nternet 7

P S

NOTE: Your session will automatically time out if you are logged on for more than 20 minutes, but you
do not select a menu option (such as pressing Add on the parameter screen) or navigate to a different
screen. A message will be displayed notifying you that your session isno longer valid. You will haveto
log off and log back on. Thisruleis necessary because of the application’s licensing requirements.
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